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Latest Update Information

The following change has been made to the webTA 4.2 Timekeeper — Master Timekeeper

procedure:
Section Description of Change
webTA 4.2 Timekeeper — This procedure has been reviewed as part of the annual review

Master Timekeeper process and no changes are required.
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Accessibility for Users of Assistive Technology with webTA 4.2

The National Finance Center (NFC) is committed to providing applications that may be used
with assistive technology.

In order to meet this commitment, NFC will comply with the requirements of the United States
Access Board.

NFC must ensure that users with disabilities be provided with access to have the same options
within an application as those with no disability, unless an undue burden would be imposed upon
NFC.

Help for Users of Assistive Technology

Online help utilizes HyperText Markup Language (HTML) frames which display help in a
separate browser. Each Help page contains a Table of Contents with links and Help content.
Some Help topics include one or more Related Topics.

To Navigate within Frames:
1. Select Help. The browser opens. By default, the focus is in the content pane.
2. Select the Tab key to move the focus to the Related Topics (if any).
3. Select the Enter key to open a related topic link.
OR
Select the Tab key to move the focus to the Table of Contents.
4. Select the Enter key to open a different help topic link.

Navigation with Keyboard Shortcuts/Commands
e To move forward from link to link or to interactive elements, select the Tab key.
e To move backward from link to link or to interactive elements, select the Shift + Tab keys.
e To select hyperlinks, select the Enter key.
e To select buttons, select the Enter key.
e To navigate and select radio buttons, select the Up and Down Arrow keys.
e To select and deselect check boxes, press the Spacebar.
e To navigate and select dates from the Calendar picker, use the following options:

e To move to the day to the left, select Control + Left Arrow.
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e To move to the day to the right, select Control + Right Arrow.
e To move to the row above, select Control + Up Arrow.
e To move to the row below, select Control + Down Arrow.
e To change the month, select the Page Up or Page Down key.
e To navigate and select options from combination boxes, use the following options:
e To view all options, press the Spacebar.
e To move through options, select the Up and Down Arrow keys.
e To select an option, select the Enter key.
e To navigate and select options from a selection box, select the Up and Down Arrow keys.
e To navigate and select options from the Role selection box, use the following options:
e To view all options, select the Enter key.
e To move through the options, select the Tab key.
e To select an option, select the Enter key.

e To navigate and select options from the Transaction Code selection box on the Timesheet
pages, use the following options:

e To move through the options, select the Up and Down Arrow keys.

e To select an option, select the Enter key.

e To clear current options, select the Backspace key once, then type the search criteria.
e To insert a daily comment on a Timesheet page, select Shift + R.

e To display and place the focus on Skip Link, select Alt + P.
Contact Information for Users of Assistive Technology

If you experience an issue due to accessibility as defined by the United States Access Board,
please contact your Agency Servicing Personnel Office for assistance. Authorized Agency
Contacts (AACs) listed in Table Management System (TMGT) Table 063,
Department/Agency/Bureau Contact, Contact Type 04, should call the NFC Contact Center at
1-855-NFC-4GOV (1-855-632-4468). When contacting the applicable person, please include all
information regarding the function that you are trying to use within the application.
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Typographical Conventions

Convention

Example

References to a button are indicated by Courier
New font and in bold.

References to email addresses are indicated in
italics.

References to menu options are indicated in
italics and in bold.

References to system messages are indicated by
Courier New font and are italicized.

References to valid values are indicated by
Courier New font and are italicized.

References to actual data are indicated by
Courier New font.

References to telephone numbers are indicated
in bold.

Select the Save button.

For additional assistance, send email to
jane.doe@usda.gov.

To print the Earnings and Leave (E&L)
Statement, select File > Print.

The message Changes have been made.
Save changes? is displayed.

Valid values are None, End, or Start.

Enter 10 into the field.

For assistance, call 1-800-555-1212.
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Feedback

You can provide feedback to NFC from within the Web version of the manual. Select the Send
Us Feedback button on any page within the manual. A popup will appear for you to add
comments. Your response generates an email that automatically identifies your exact location in
the document so that we can better address your comments and/or questions.
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Overview

webTA i1s a Web-based Time and Attendance (T&A) report application specially designed to
meet the T&A reporting requirements for Federal Departments or Agencies and their employees.
The application can be securely accessed with an Internet browser, allowing users the flexibility
to enter T&A data from anywhere they have an Internet connection. Transaction Code (TC) and
leave type tables are used to enter data in webTA. Once approved, the timesheets are picked up
on scheduled build files and transmitted to NFC for processing. Once received, these T&A files
are edited using the Time and Attendance Validation System (TIME) job.

Employee profile information is brought into webTA via a Payroll/Personnel System (PPS) daily
feed from NFC. This information is retrieved from PPS after the Personnel Input and Edit
System's (PINE) and the Personnel Update System's (PEPL) run each evening. This daily file
updates all accessions and separations. New employee records should be added via this PPS
daily feed. Only in special circumstances should an employee be added directly into webTA.
This eliminates errors and maintains consistency between webTA and PPS. At the end of the pay
period, additional information is updated after the Bi-Weekly Examination Analysis and
Reporting System's (BEAR) run is complete.

webTA allows for both the Timekeeper and/or the Employee to enter and submit T&A data on a
daily basis throughout the pay period.

webTA is used to:

e Maintain a personal information record for each Employee at a specific T& A contact
point. This record contains Employee-related information needed for T&A reporting.

e Gather data entered for the purpose of recording attendance and leave, and for calculating
Employee wages each pay period.

e Enter T&A data at any time during the pay period.
e Record daily time.

e Allow for the Timekeeper to enter and submit an Employee’s timesheet if the Employee
is not available.

e Establish a default schedule for an Employee so that only absences from work or changes
in the tour of duty must be entered.

e Enter scheduled leave in advance.

e Record cost accounting.

e Select TC and Accounting Codes from drop-down lists.
e Maintain accounting tables at the Agency level.

e Enter corrected/split/final timesheets.
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e Perform certain edits to determine if the data is correct.

e Provide T&A related reports.

Timesheets are processed through TIME, which reads, collects, edits, audits, and validates the
data for payment. All errors encountered are reflected on an error list, and timesheets in question
are placed in an error suspense file. Timesheet errors are corrected by NFC and are again
processed through TIME. After timesheets pass all edits and are validated, the database is
updated for subsequent payment processing.

Timely submission of timesheets is necessary because of the impact on the Employee’s pay.
Timesheets should be completed on the last day of the pay period and processed as soon as
possible. Timesheets should be transmitted to NFC no later than close of business the Tuesday
following the last day of the pay period.

This section includes the following topics:

Related Systems and APPLICALIONS ..........coooiiiiiiiiie e 8
Agency/NFC ResSpONSIDIITIES .........uuiiiiiii e 10
Record Retention ReQUIFEMENTS .........oiiiiiiiiiiiiii et 11
Reference Material...........oocviiiiiiii s 11
Reporting Capabilities. .........cooiiiiiiii s 12
ROIES ..ttt 12

Related Systems and Applications
webTA data is displayed and/or interfaces with the systems and/or applications described below.

Adjustment Processing System (ADJP). ADJP provides automatic handling of a variety of
payroll adjustments. This system processes adjustments due to corrected T&As and late
personnel actions effective up to 1 prior year.

Bi-Weekly Examination Analysis and Reporting System (BEAR). BEAR analyzes payroll
and personnel transactions that occurred during the processing of each pay period. BEAR
generates a multitude of end-of-pay-period report notifications and generates certain personnel
actions.

Employee Personal Page (EPP). EPP is used by employees to view payroll, leave, travel, health
insurance, life insurance, and other personal information. It also displays news items from the
Agency or NFC. EPP further allows employees to link to other sites, such as Thrift Savings Plan
(TSP), Combined Federal Campaign (CFC) Give Back, etc. The Self-Service option of EPP is
used to change an employee's residence address, Federal and State tax withholding, financial
allotments, and direct deposit information.
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EmpowHR. EmpowHR is a Human Capital Management system that is an integrated suite of
commercial and Government applications that can be leveraged to automate common
administrative tasks associated with human resource management and reduce internal operational
costs using industry best practices.

Financial Management Modernization Initiative (FMMI). FMMI is an advanced, Web-based
core financial management application that complies with Federal accounting and systems
standards. FMMI provides a daily feed to webTA to update accounting codes.

FOCUS Reporting System (FOCUS). FOCUS is used to provide Agency offices with ad hoc
reporting capabilities on an "as-needed" basis.

Information/Research Inquiry System (IRIS). IRIS is a menu-driven system used for inquiry
access to an employee’s current personnel data and certain historical payroll data as a result of
transactions processed in PPS.

Insight. Insight is a comprehensive, enterprise-wide data warehouse with advanced reporting
and business intelligence capabilities. Insight provides customers integrated data and flexible
analytics to drive strategic business decisions.

Management Account Structure Codes System (MASC). MASC is an online system that
provides users with direct system access to add, replace, delete, and query table data. MASC is
composed of tables and accounting documents that contain support information for edits,
references, reports, and identifiers used in application programs. This support information
ensures that NFC maintains a high degree of data integrity and validity. It is important that
MASC contains up-to-date and accurate data. The accounting codes entered in webTA are edited
against MASC.

Payroll Computation System (PAYE). PAYE is the heart of the integrated PPS. It performs the
complicated computation routines required to produce net salary data for disbursement and
transmission to Treasury. In addition to creating disbursement data, PAYE also creates

accounting records that are processed and reported through the Payroll Accounting System
(PACS).

Payroll/Personnel Inquiry System (PINQ). PINQ is used as a tool for researching
payroll-related inquiries received from employees and other sources. PINQ provides immediate
access to at least 25 pay periods of current payroll data. Data entered in webTA 1is displayed in
PINQ after it passes the TIME edits.

Personnel Input and Edit System (PINE). PINE is a subsystem of PPS. PINE edits data
released from Payroll/Personnel entry systems, payroll documents, and position data. PINE edits
the data before it is applied to the Payroll/Personnel database, comparing the employee's
database record to the data being entered. PINE processes personnel actions and payroll
documents Monday through Friday of each week and on the first Saturday of the pay period,
regardless of the effective pay period. After the data is released to PEPL, it is retrieved during
the pay period, and the information is displayed in IRIS.
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Personnel Update System (PEPL). PEPL performs the update function of the personnel areas
of the database. All documents passing validation through PINE are processed through PEPL for
transmission to the database. The data is retrieved during the pay period from PEPL and
displayed in IRIS. PEPL also produces a log of all transactions applied to the database, as well as
utilization and management reports.

Position Management System Online (PMSQO). PMSO is a real-time online database online
system of PPS. PMSO allows Agencies to add, change, inactivate, reactivate, and delete/restore
position data for immediate update to the PMSO database. PMSO also provides Agencies report
generation and online inquiry capabilities for PMSO data and allows for complete control and
management of position data.

Report Generator System (CULPRPT). CULPRPT is an online reporting system used to
generate formatted payroll and personnel-related reports. CULPRPT reports are used to alert
Agency staff to missing T&As or personnel documents, discrepancies in leave balances, and
failure of TIME edits.

Reporting Center (RPCT). RPCT is a Web-based reporting application on the Application
Launchpad of the NFC home page. RPCT offers Administrative, Financial, Personnel,
Workforce, and Security reports. The Leave Error report is used by Timekeepers and is available
in RPCT.

Table Management System (TMGT). TMGT is a menu-driven database management system
that provides direct access to table records containing selected data elements from the
payroll/personnel, financial, and administrative systems. TMGT allows authorized users to view
and update records, request reports, and view documentation data for various tables used in
application programs. All TCs used in webTA are from TMGT Table 032, Transaction Codes.

Time & Attendance Validation System (TIME). The initial processing of timesheets is
accomplished through TIME, which reads, collects, edits, audits, and validates the data for
payment. All errors encountered are reflected on RPCT's T&A Error Analysis Report and the
timesheet in question is placed in an error suspense file. The timesheet is corrected at NFC and is
processed through TIME again. After the timesheet passes all edits and is validated, the data is
updated on the database for subsequent payment processing.

Time Inquiry - Leave Update System (TINQ). TINQ is an online leave entry and correction
system used to update leave data that is incorrect and cannot be corrected by submission of
corrected timesheets. It is also used to transfer leave for employees participating in the Voluntary
Leave Transfer Program (VLTP) and the Voluntary Leave Bank Program (VLBP), or the
Emergency Leave Transfer Program (ELTP).

Agency/NFC Responsibilities

Listed below are the responsibilities of the primary organizations involved in processing and
system maintenance.

10
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Agency:

e Requests security access to webTA for HR (Human Resources) Administrator. The HR
Administrator grants webTA access for webTA roles.

e Enters timesheet data for each Employee, as required by law and regulations.

o C(Certifies timesheets to be transmitted to NFC by established timeframes. Timesheets
should be transmitted to NFC by the close of business on Tuesday following the end of a
pay period.

e Corrects leave errors.

e Monitors timesheet related status reports and takes measures to reduce timesheet
rejections and leave errors.

e Monitors timesheets received by NFC to account for all active and full-time Employees.

National Finance Center:
e Processes T& A data within established timeframes.

e Reviews timesheet edit error messages and corrects the timesheet. Contacts the Agency
for assistance as necessary.

e Monitors timesheets received to account for all active and full-time Employees.

e Provides reports.

Record Retention Requirements

For T&A data electronically transmitted to NFC, Agencies must maintain the certified T&A
report and all appropriate supporting documentation for a 6-year period in compliance with
General Records Schedule (GRS)-2 and the General Accounting Office (GAO) audit
requirements.

NFC will maintain the personal payment history required in the Fair Labor Standards Act
(FLSA) cases and court-ordered restorations as cited in the supplemental authorization
NC1-16-79-5 to GRS-2.

Reference Material

Additional information regarding timekeeping and T&A processing may be found in the Time
and Attendance Instructions (TNAINST) and the TIME Edit Messages procedures. To view
these procedures, select HR and Payroll Clients from the MyNFC drop-down menu on the
NFC home page. At the HR and Payroll Clients page, select the Publications tab and select the
T&A Processing category to access these procedures.

11
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Reporting Capabilities

webTA offers reports according to a user's assigned role(s).

Note: For information on reports within webTA (including examples of each report), see the Reports
section of this procedure.

RPCT provides the following reports to assist Agencies in processing timesheets.

Roles

Leave Error Report - Lists Employees with leave discrepancies. Discrepancies occur
when the Employee's leave balance(s) on the payroll/personnel database and those on the
timesheet for a particular pay period do not match. This report is produced each pay
period a leave discrepancy exists.

T&A Error Analysis - Lists Employees identifying timesheet edit errors corrected by
NFC during the processing pay period.

T&A Missing Personnel Actions - Lists timesheets with missing personnel actions which
require an action to be taken by the personnel office before the timesheet can process.

T&A Reject Report - Lists the total number of timesheets, valid timesheets, rejected
timesheets, and the percentage of rejected timesheets by Department, Agency, and pay
period.

T&A YTD (year-to-date) Reject Report - Lists the total number of timesheets, valid
timesheets, rejected timesheets, and the percentage of rejected timesheets by Department,
Agency, and pay period from the first pay period of the chosen year though the selected
pay period.

T&As Not Received by NFC - Lists active full/part-time Employees whose timesheets
were not received by NFC for the current processing pay period. It should be generated
on the Tuesday, Wednesday, Thursday, and Friday mornings after all known timesheets
have been electronically transmitted to NFC.

An Agency Security Officer (ASO) requests access for webTA HR Administrators. Roles are
assigned in webTA by an HR Administrator at the Agency level. At least 2 weeks should be
allowed for the request to be processed.

12
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Note: Each webTA role is designated by a separate menu tab. webTA users will only see the tabs
corresponding to the role(s) they are granted.

‘ WEBTA Employee Timekeeper Supervisor QU TIIES Inbox [0] | Settings | Help | Log Out

HR Administrator Main Menu > Employees >

Role Assignments » DOE, JOHN

Settings Role gnm
Licenses Role Properties

Calendars 4 Employee Disable Auto Spend Deferred LTP
eesaseree Timekeeper Local Corrections

Manage Roles » Supervisor Self Certify

Timesheet D—:-[a! Is Master Timekeeper Editable .
Timesheet Profile Local Corrections
FMLA/FMLA Military Master Supervisor —
Disabled Veteran Leave Agency
Telework BiDirectional Config Menu On
HR Administrator Department
LTP Menu On

Org Tree Menu On
Administrator
Project Manager
Access
Account Manager
COP Administrator

L Agency
ECM Administrator Department
Engineer -
LTP Menu On
Help Desk User Org Tree Menu On
Agency
Leave Transfer Program Manager Department
Operations _'
POD -
. Agency
Telework Coordinator Department
i Agency
Telework Managing Officer Department

Figure 1: Role Assignments Page

The following roles are available in webTA 4.2:

Note: Access and specific properties of each role are determined by the selections made.

Employee

e Enters, edits, and submits timesheet.

e Sets up and modifies default schedule.

e Submits leave and premium pay requests to Supervisor.
e Views current and historical timesheet information.

e Generates a leave audit report.

13
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e Submits requests and tasks to Timekeeper.

Note: The Disable Auto Spend Deferred LTP function prevents the Employee from using leave
transfer program (LTP) hours that have been deferred.

Timekeeper
e Assigns accounting codes for Employee use.
e Selects and/or searches for an Employee record.

e Enters, edits, and validates timesheets data on behalf of assigned or delegated
Employees.

e Reviews previously certified timesheet data.

e Manages an Employee's profile.

Note: These functions are limited to Employees who are assigned or delegated to them.

Note: The Local Corrections function enables the Timekeeper to make corrections to timesheets
that are strictly for Agency purposes and will not be transmitted to NFC for processing.

Supervisor

e Selects and/or searches for an Employee record.

e Certifies timesheets before submitting to NFC.

e Reviews and approves or denies all leave and premium pay requests.
e Delegates supervisory role in the event of absence.

e Generates various reports.

Note: These functions are limited to Employees who are assigned or delegated to them.

Note: The Self Certify function enables the Supervisor the ability to certify his or her own
timesheet.

Master Timekeeper

The Master Timekeeper has the Timekeeper role access plus the following unless the
Editable selection is removed:

Note: When the Master Timekeeper role is selected, the Editable selection is checked by
default. If removed, the Master Timekeeper will have read only access to all Employees within
their organization.

e Opverrides timesheet validation errors, if applicable.

14
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e Assigns schedule templates to assigned Agencies and POIs (personnel office
identifiers).

e Assigns shifts to assigned Agencies and POls.

Note: The Local Corrections function enables the Master Timekeeper to make corrections to
timesheets that are strictly for Agency purposes and will not be transmitted to NFC for
processing.

Master Supervisor
The Master Supervisor has the Supervisor role access plus the following:

e Decertifies timesheets.

e Rejects timesheets.

Note: The Master Supervisor has access to all Employees within their organization.

HR Administrator

e Adds new employees, when required.

Note: Employees should be loaded to webTA through the daily PPS feed from NFC.

e Provides administrative functions to manage Employees and leave transfer programs.

e Adds and edits Employee profiles and ensures records are processed for all
Employees in an Agency.

e Manages Employee user accounts.

e Adds and edits user information.

¢ Generates reports.

¢ Includes the following function, if selected:

e Agency - Enables the HR Administrator to edit all organizations and users under
their assigned Agency. This function allows the HR Administrator read-only
access to timesheet profiles and the bidirectional configuration settings located on
the BiDirectional Configuration page.

¢ BiDirectional Config Menu On - Enables the HR Administrator to access the
BiDirectional Config menu, which includes daily, weekly, and global settings for
updating Supervisor and Timekeeper assignments, specific leave types, and
specific e-mail contact information. The HR Administrator must have the
Department role function enabled in order to edit bidirectional configuration
settings.

15
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e Department - Enables the HR Administrator to access all organizations, Agencies,
and users under the top-level organization. This function also allows the HR
Administrator to edit timesheet profiles and, if properly licensed, edit the
bidirectional configuration settings located on the Bidirectional Configuration
page. If the Department function is enabled, the Associate Agencies with POIs
option is included under the System Set Up section on the main menu.

e LTP Menu On - Enables the HR Administrator to access the Leave Transfer
Program Management menu, which includes options to work with leave transfer
program accounts, recipients, donations, and deductions.

e Org Tree Menu On - Enables the HR Administrator to access the Organization
Management menu which includes options to add, move, edit, and delete
organizations and sub-organizations.

Administrator

e NFC use only.

Project Manager
e Creates, modifies, and deactivates projects.
e Adds Employees to projects.

e Tracks hours charged to projects.

Access

e NFC use only.

Account Manager

e Enables and disables accounts.

e Enters account start and end dates.

e Filters accounts by fiscal year, program code, and function.
e Disables multiple fiscal year accounts at the same time.

e Reopens previously disabled codes.

e (enerates reports.

COP (Continuation of Pay) Administrator

e Creates and manages COP accounts.

Configuration Manager

e NFC use only.
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ECM (Emergency Contact Management) Administrator

e Accesses all organizations and users within an Agency.

e Accesses all organizations and users within a Department.

e Updates footer text that appears on the Employee's Emergency Contacts page.

e Generates reports.

Engineer

e NFC use only.

Help Desk User

e NFC use only.

Leave Transfer Program Manager

e Manages leave transfer recipient accounts based on level of responsibility
(Department, Agency, POI).

e Creates and closes accounts.
e Reviews, approves, and/or denies leave donations from donors.
e Manages the leave transfer agreement disposal.

e Generates reports.

Operations

e NFC use only.

POD

e NFC use only.

Read Only

e NFC use only.

Telework Coordinator

e Reserved for future use.

Telework Managing Officer

e Reserved for future use.

17
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Getting Started

webTA may be accessed from any computer or mobile device with an Internet connection. This
allows users to complete T&A transactions from any location.

This section includes the following topics:
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Logging In
Users may log in to webTA via:

e User ID and password
e cAuthentication (user ID and password)

e cAuthentication (Personal Identity Verification (PIV) or Common Access Card (CAC))
To Log In Using a User ID and Password:
1. Connect to the NFC Home page (http://www.nfc.usda.gov).

2. Select the Applications link. The Application Launchpad is displayed.
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Select the webTA icon. The webTA Time and Attendance Application landing page is
displayed.

Release Notes

-E-WEBTA— Documentation

National Finance Center

webTA: Time and Attendance
Application

Wani to receive updates on what's relevant to webTA? Enter your email address below and
get timely notifications on when maintenance occurs, updates to the application, and more

|
A APPSO

*Email Address

LH A
[

i
i
i
i
i
i
i
i
i
i

Choose a Sign in Option Need Assistance?

Need assistance with accessibility?
Please see our help sections for webTA 4 2

Please choose from one of the sign in options below. If you are unsure of
which option you should choose, please contact your Personnel Office or

Timekaeper. Accessibility or webTA 3.8 Accessibility.

Sign into webTA 4.2 for USDA ‘ Have questions about your timesheet or leave
balance?
Contact your Personnel Office or your

Slgn into webTA 5.0 for SBA ‘ Timekeeper.

Sign into webTA 3.8 for DHS l

Sign into wabTA 3.8 for DOJ ‘

Sign into webTA 3.8 for Non-USDA ‘
NFC Wab Site Arcassibility Privacy Poliey Information Quality UsDA Usa gov Whitehousa gov

Figure 2: webTA Landing Page
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4. Select the applicable webTA sign in option. The webTA login page is displayed.
- - |
"WEBTA' ...

Click here to login via eAuth

Figure 3: webTA Login Page
5. Complete the following fields:
User ID (see "User ID Field Instruction - webTA" on page 334)
Password (see "Password Field Instruction - webTA" on page 325)
6. Select the Log In button. The webTA Main Menu page is displayed.
To Log In Using eAuthentication with PIV/CAC:
1. Connect to the NFC Home page (http://www.nfc.usda.gov).

2. Select the Applications link. The Application Launchpad is displayed.
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Select the webTA icon. The webTA Time and Attendance Application landing page is
displayed.

Release Notes

-E-WEBTA— Documentation

National Finance Center

webTA: Time and Attendance
Application

Wani to receive updates on what's relevant to webTA? Enter your email address below and
get timely notifications on when maintenance occurs, updates to the application, and more

|
A APPSO

*Email Address

LH A
[

i
i
i
i
i
i
i
i
i
i

Choose a Sign in Option Need Assistance?

Need assistance with accessibility?
Please see our help sections for webTA 4 2

Please choose from one of the sign in options below. If you are unsure of
which option you should choose, please contact your Personnel Office or

Timekaeper. Accessibility or webTA 3.8 Accessibility.

Sign into webTA 4.2 for USDA ‘ Have questions about your timesheet or leave
balance?
Contact your Personnel Office or your

Slgn into webTA 5.0 for SBA ‘ Timekeeper.

Sign into webTA 3.8 for DHS l

Sign into wabTA 3.8 for DOJ ‘

Sign into webTA 3.8 for Non-USDA ‘
NFC Wab Site Arcassibility Privacy Poliey Information Quality UsDA Usa gov Whitehousa gov

Figure 4: webTA Landing Page
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4. Select the applicable webTA sign in option. The webTA login page is displayed.

- -\
"WEBTA ...

Click here to login via eAuth

Figure 5: webTA Login Page

5. Select the Click here to login via eAuth link. The eAuthentication login page is displayed.

USDA eAuthentication

.5, DEPARTMENT OF AGRICULTURE 2

We’ll take you to your destination in just a moment...

The application you are accessing requires you to log in to USDA eAuthentication. Please log in or create an
account.

. Log In with @ I l Log In with
(8 PIV/CAC Password

Password

B Show Password

Log In with Password

Create | /| Update
Account Account

Figure 6: eAuthentication Logln Page

Note: At this point, you may have to select your Agency if you have not previously saved this
information.

6. Select the Log in with PIV/CAC button. The Windows Security Select a Certificate page is
displayed.
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7. Select the OK button. The applicable Windows Security Smart Card popup will appear.

Note: Prior to selecting the OK button, ensure that the credential information displayed on the
Certificate page is correct. If not, select the More choices option, select the correct credentials,
then select the OK button.

8. Enter your PIN.

9. Select the OK button. The webTA Main Menu page is displayed.
To Log In Using eAuthentication with a User ID and Password:

1. Connect to the NFC Home page (http://www.nfc.usda.gov).

2. Select the Applications tab. The Application Launchpad is displayed.

24


http://www.nfc.usda.gov/

Publication Category: T&A Processing
webTA 4.2 Timekeeper - Master Timekeeper

3. Select the webTA icon. The webTA Time and Attendance Application landing page is
displayed.

Training

.E.WEBTA_ Docun

National Finance Center

webTA: Time and Attendance
Application

Want to receive updates on what's relevant to webTA? Enter your email address below and
get timely notifications on when maintenance occurs, updates to the application, and more

*Email Address

(HEF
[HE T
[ HEFE T
HENEE]

LR R
[

i

Choose a Sign in Option Need Assistance?
Please choose from one of the sign in options below. If you are unsure of _/_"' \ Need assistance with accessibility?
which optien you should choose, please contact your Personnel Office or \\1 \ 4 Please see our help sections for webTA 4 2
3 ;
Timakeeper - Accessibility or webTA 3.8 Accessibility.

Sign into webTA 4 2 for USDA

‘ %’ Have questions about your timesheet or leave

balance?
Contact your Personnel Office or your
Sign into webTA 5.0 for SBA ‘ Timekeeper.
Sign into webTA 3.8 for DHS l
Sign inte webTA 3.8 for DOJ ‘
Sign Into webTA 3.8 for Non-USDA ‘
NFC Web Site Accessibility Privacy Polcy Information Quality UsDA USA gov Whitehouse. goy

Figure 7: webTA Landing Page
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4. Select the applicable webTA sign in option. The webTA login page is displayed.

2 -\ ——
"WEBTA .

Click here to login via eAuth

Figure 8: webTA Login Page
5. Select the Click here to login via eAuth link. The eAuthentication login page is displayed.

USDA eAuthentication e

S .5, DEPARTMENT OF AGRICULTURE

We’ll take you to your destination in just a moment...

The application you are accessing requires you to log in to USDA eAuthentication. Please log in or create an
account.

. Log In with @ I l Log In with
L8 PIV/CAC Password

User D

Password

B Show Password

Create | /| Update
Account Account

Figure 9: eAuthentication Logln Page
6. Complete the following Log In with Password fields:
User ID (see "User ID Field Instruction" on page 334)

Password (see "Password Field Instruction" on page 324)
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7. Select the Log In with Password button. The webTA Main Menu page is displayed.

Logging Out

To exit webTA, select the Logout link from any page.

Inbox

Inbox is available on the Timekeeper Main Menu to read system-generated messages, as well as
messages from Supervisors and Employees. The number of messages in the Inbox is displayed in
parentheses. For more information, see Sending Messages (on page 39).

Note: The Inbox is displayed with your highest level of access.

To View Messages in the Inbox:

1. Select the Inbox link on the Timekeeper Main Menu page. The Inbox - Messages page is
displayed.

FAWEBTA  topiope insimape

Inbo - Messages for DOE, THOMAS

Figure 10: Inbox - Message Page

2. View the message(s) on the page.

Note: Messages marked with an exclamation point (!) indicate a high-priority message.

At this point, the following options are available:

Step Description

Select the X in the Delete | Deletes the individual message.
column

Select the Delete Page Deletes the entire page of messages.
button
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Step Description
Select the Delete All Deletes all messages in the Inbox.
button

3. Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Sorting Lists

Some webTA pages have lists in a table format. Most of these lists can be sorted by selecting the
arrow.

Note: Sorting a column sorts the entire table by row, not just the items in the column.

To Sort a List;:

1. Select the header of the column to enable the arrow.

Equation 1: Example of a Page with Sorting Lists

wee -
“WEBTA™  empioyee Inbox [0] | Settings | Help | Log Out

Supervisor Main Menu >
COP Events

v Employee UserID Injury Number Date OF Injury COP Status ¢ Return to Work Date | COP Used to Date Organization

DOE, JOHN DOEJ 0807 08/07/2017 Aclive 0873172017 0 Days QOCFO

DOE, DONALD DOED 0201 08/01/2017 Active 0973072017 0 Days OCFO

1-4 of 4 Recards 1 view [25] [50] [154]

2. Select the arrow to point down to sort the list in descending order.

OR
Select the arrow to point up to sort the list in ascending order.

3. Select the Cancel button to return to Timekeeper Main Menu page.

Help

Help is available on all pages in webTA. Help pages contain a sidebar menu and a search feature.
There is also s print feature available.
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To Access Help in webTA:

1. On any page in webTA, select the Help link. A Help page is displayed.

2+ webTA Help ~ About webTA online help - - o X
& Secure
-:WEBTN Search | :
(21 About Help About Help >
About webTA online help >

Accessibility About webTA online help

Accounts and POls

Profiles Online help is available throughout the webTA application. Online help is best viewed with Internet

Timesheets Explorer version 9 or higher. Some online help topics and titles may refer to your Agency. These topics

Leave Requests provide details and procedures unique to your Agency.

Premium Pay Requests e

Schedules Accessibility Help

Messages

Reports For accessibility information, please see these topics:

Leave Transfer Program Activating buttons and links
Working with Users Kevboard shortcuts for navigation
System Administration and Configuration eyboard shortcuts for navigatior

Case Tracking " ,
Continuation of Pay Other keyboard shortcuts

Emergency Contact Management Required fields
Labor Distribution aul '
Labor Management System time outs
Telework

Navigating and using online help
To navigate onling help. take these steps:

1. Click Help from the Utility menu.
The wabTA onling help window opens and the current topic appears in the right pane of the window
2. Click topics in the table of contents in the left pane of the Help window to access additional help.
-0R-
If related topic links are listed, click the appropriate link in the Related Topics list

To exit online help. take these steps:

1. Click the “X” in the upper right corner of the Help page to close online Help.

To print online help, take these steps:

1. Click Print in the upper right corner of the Help window to print the topic that is displayed.
Jo use the online help search option, take these steps:

1. Type aword or phrase in the Search field in the upper right corner of the Help window.
2. Click the magnifying glass icon next to the Search field or press Enter

A list of related topics displays.
3. Click the topic links to open the help that is relevant to your question.

Figure 11: Example of a Help Page
2. Select the applicable topic form the sidebar menu.
OR
Enter search criteria in the Search field and select the Search button.

3. Select the X to close the Help page and return to the previous page.
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Timekeeper

The Timekeeper Main Menu provides access to all T&A functions for the Timekeeper. Access is
restricted to only those Employees who are assigned or delegated to the Timekeeper. Master
Timekeepers have Agency-wide access to all Employees.

_WEBTA' _enpioge

Timekeeper Main Menu

Employees Accounting
Select Timesheets Accounts

Employee Leave Requests
Schedule
Employee Premium Pay Requests
Employee Schedules List View
Employee Dollar Transaction Requests
Employee Schedules Grid View

Reports Schedule Templates
Reports Shifts
My Saved and Scheduled Reports
Delegates/Reassignment
Continuation of Pay (COP) My Delegates
COP Events Manage Supervisor Delegates

Timekeeper Profile
Takeover Employee
Reassign Employees to Timekeeper

Reassign Employees to Supervisor

Figure 12: Timekeeper Main Menu Page
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Timekeeper Profile

Timekeeper profiles contain Timekeeper contact information. The contact information is stored
in the Timekeeper's assigned Employees' Timesheet Profile pages under the Pay Provider
section.

To Edit a Timekeeper Profile:

1. Select the Timekeeper Profile link from the Delegates/Reassignment section on the
Timekeeper Main Menu page. The Timekeeper Profile page is displayed.

~ WEBTA'_ enpioye

Timekeeper Main Menu >

Timekeeper Profile » DOE, JOHN

Items marked with an ssterisk* are required.
* Agency: |[OCFO [v]
* State Code: [Louisiana V]
* Town: 1690
* Unit: |40

Timekeeper: |00

Figure 13: Timekeeper Profile Page
2. Edit the following fields, as applicable:

Agency (see "Agency Field Instruction (Required)" on page 313)

State Code (see "State Code Field Instruction (Required)" on page 328)

Town (see "Town Field Instruction (Required)" on page 332)

Unit (see "Unit Field Instruction (Required)" on page 333)

Timekeeper (see "Timekeeper Field Instruction - Profile" on page 331)
3. Select the Save button. The message, Timekeeper profile saved, is displayed.

4. Select the Cancel button to return to the Timekeeper Main Menu page.
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Selecting Timesheets

The Select Timesheets page lists the Timekeeper's assigned Employees, provides search and
filter capabilities, and provides access to the Select Action menus.

WEBTA™ copire AT
TS
Select Timasheets

Py Pariod: Tomeshesn Status: Userll  LastMame:  Firsi Mame:  Middie Name: Osganization: Timeketpee: Supsreisor: 5K Delegates For: POK a

- ] [Saved + Emp Valdaiod | h NOKE [v] [ Find PO |

Timrahaet Type:

- <]

[ sazech | Choar

Lt Marma st Hame Mickia Bame Organiration Tirakenger Superinot Agency POl
Saved DOER DOE R SOt Db, OFC OF THE CHIEF FIN GFFC DOE. THOMAS CHOE. JANE COFD 5307
Sarved DOEN DoE JANE Dl OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JHE OCFO sa17
Saved [ Lo o DU, OFC OF THE CHIEF FIN OFFC DOL THOMAS DL, JANE oern st
Saved DOET DoE THOMAS DA, OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. AMME OCFO 5317

Select Action

Cancel |

Figure 14: Select Timesheets Page

The following search criteria options are available on the Select Timesheets page:

e Pay Period - Used to search for a specific pay period or all pay periods.

e Timesheet Status - Used to search for Employee records with a specific timesheet status.
Valid values are:

e All - Displays all timesheets that are not processed for every pay period, if A11 pay
periods and A1l timesheets statuses are selected.

OR

Displays all timesheets (including processed timesheets) if a specific pay period and
Al1l timesheet statuses are selected.

e Saved - Displays timesheets that have been saved.

e Pending Attestation - Displays timesheets that have not been validated by the
Employee.

e All Validated - Displays timesheets that have been validated by Employees and
Timekeepers.

e Validated by Employee - Displays timesheets that have been validated by
Employees.

e Validated by Timekeeper - Displays timesheets that have been validated by
Timekeepers.
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e Validated by Master Timekeeper - Displays timesheets that have been validated
by Master Timekeepers.

e Validation Overridden - Displays timesheets that have had validation overrides.

e Certified and Pre-processed - Displays timesheets that have been validated,
certified, and are ready for the build file.

e Processed - Displays timesheets that have been processed for pay for a specific pay
period.

Note: You must select a specific pay period from the Pay Period drop-down list. If you select
All pay periods and Processed timesheet status, no results are displayed and the message,
ALERT: Must choose a pay period for processed timesheets, is displayed.

e Saved + Emp Validated - Displays timesheets that have been saved and validated
by Employees.

e Saved + All Validated - Displays timesheets that have been saved and validated.
User ID - Used to search by user ID.

Last Name - Used to search by the Employee's last name.

First Name - Used to include the Employee's first name.

Middle Name - Used to include the Employee's middle name, if applicable.

Organization - Used to search for Employees assigned to a specific Organization or
Agency.

Note: You must select the Find Org button to view a list of available Organizations or Agencies.

Timekeeper - Used to search for Employees assigned to a specific Timekeeper.
Supervisor - Used to search for Employees assigned to a specific Supervisor.
SSN - Used to search by Social Security number (SSN).

Delegates For - Used to include delegated Employees in the search criteria.

POI - Used to search for a specific POI.

Note: You must specify an Agency (select Find Org) before you can select a POI. Select the Find
POI button to search for a specific POI.

Timesheet Type. Used to search for timesheets with a specific status. Valid values are:
e All. Displays both corrected and regular timesheets.

e Correction. Displays corrected timesheets.
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e Regular. Displays regular timesheets.

e Invalid Timesheet Profile. Displays Employees with an incomplete timesheet
profile.

e On Hold. Displays timesheets that have been placed on hold. If the On Hold option is
checked on the Timesheet Profile page, the Employee's timesheet is not transmitted to
NFC for processing. Users can save changes to timesheets that are On Hold, but the
timesheet cannot be validated or processed.

The following links may be accessed from the Select Timesheets page:

e Timesheet

e Timesheet Summary

e Validate Selected

e Create Correction

e Processed Timesheets
e Timesheet Profile

e Work Schedules

e Default Timesheet Profile
e Employee Profile

e Leave Balances

e Dollar Requests

e Leave Requests

e Premium Pay Requests
e Send Message

e Employee Accounts

e Default Schedule
The following pages may be accessed by selecting a link on the Select Timesheets page:

e Timesheet

e Timesheet Summary
e Timesheet Validation
e Create Correction

e Processed Timesheets
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Timesheet Profile

Schedule Assignment

Timesheet Profile

Employee Profile

Leave Balances

Dollar Transaction Requests - Current
Leave Requests

Premium Pay Requests

Send Message

Accounts for

Default Schedule
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Sending Messages

Timekeepers may send messages within webTA to one or more Employees from the Select
Timesheets page.

To Send a Message to an Employee:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

"WEBTA™  smpiors gy b [71] | Sttings | il | Lo Out
Select Timasheets
Pay Period: Timeshees Seatusc L L LastMame:  First Hame:  Middle Name: Or) : Timahotper Supsrvisor: 55N Dudegates Fon POI: a
a (] [Saved + Emg Vasdated ) NOHE v Find POI
Timrahaet Type:
.v 5
Timsashset Slatun Uner 1D Lt M it Hame Mickia Mame Crganisation Terekcsoper Superdnor Agancy PO
Saved e 1 DOE SR JOH DA, OFC OF THE CHIEF FIN OFFG DO, THOMAS DOE. JANE OCFO sar
Sarveed E DoE JAN DM, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO sa7
Saved L b e Dl OFIC OF THE CHIEF FIN OFFC DO, THOMAS. DOE. JasE ocro snr
-6 Sarend DOET DOE THOMAS Dld, OF C OF THE CHIEF FIN OFFC DOE, THOMAS DOE. \ANE OCFO sar
T 1 v [H]

Select Action

Cancel |

Figure 15: Select Timesheets Page

2. Select the name(s) of the applicable Employee(s).
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3. Select the Send Message link from the Send Messages action menu in the Select Action
section. The Send Message page is displayed with the name(s) of the selected
Employee(s) populated in the Recipients field.

_WEBTA'_ cmpioyee _timokeopr

HR: Administrator Main Menu > Employees >

Send Message

e marked with an astersk® are mequined
Recipients:  DOE, JOHN

* Subject: 1 High Importance

* Body:

Figure 16: Send Message Page

4. Complete the following fields:
Subject (see "Subject Field Instruction (Required)" on page 329)
Body (see "Body Field Instruction (Required)" on page 314)

5. Select the Send Message button. A confirmation message is displayed, and the message is
routed to the webTA Inbox of the applicable Employee(s).

6. Select the Cancel button to return to the Select Timesheets page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Accounting Codes

Timekeepers are allowed to add existing accounting codes to their list of active accounting
codes, delete accounting codes from their list, add new accounting codes for use by their
Employees, and change accounting code descriptions.

Accounting Codes established in FMMI come across on a nightly feed from NFC. If a
Timekeeper adds an accounting code that has not been established in FMMI, it will fail
validation edits.

Note: If a Timekeeper adds or changes an accounting code description, it changes the description on all
timesheets using that accounting code.

This section includes the following topics:

(=] X eTo ] U] o | OO 41
NEW ACCOUNTS ... oottt e e e e e et e e e e e e e e et e e eeeeeeata e eeeeessaaaaeaeeeeessaeas 43

Get Account

Timekeepers are allowed to add accounting codes for use on the timesheets of their assigned and
delegated Employees.

To Add an Existing Account to the My Timekeeper Accounts Page:

1. Select the Accounts link from the Accounting section on the Timekeeper Main Menu
page. The My Timekeeper Accounts page is displayed listing available accounting codes.

Note: The fields on the page may differ based on Agency requirements.
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Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates drop-down list and select the Switch button. The My Timekeeper Accounts page for

the selected Timekeeper is displayed.

“WEBTA" coplore

Timekeaper Main Menu

My Timekeeper Accounts - DOE, THOMAS

P—

My Accounts

terms marked with an asberisk® are reguired
Account: Description:
Account Descriphon Save Remove

00000000 | webTA

000000000 | Pald Leave
1-2 012 Recards 3 wew (28 [0

Get Account(s)

Create New Account
* Account Structure: | OCFO v

* Fiscal Year:

* Program Code:

Function:
Description:

Figure 17: My Timekeeper Accounts Page
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2. Select the Get Account(s) button. The Select Accounts page is displayed.

“WEBTA _ envioee ST

limekeeper Ma limekeaper Accounts >

Select Accounts

Account: Fiscal Year: Program Code: Function: Dascription:

» Account Descnption
0000000000000 webTA
pErERE e T ve ey Paid Leave
FOOCO0D00000000 Training

J00000000000000¢ Documentation

00000000000 00O000O0O0O0OOO0OOO0O

Figure 18: Select Accounts Page
3. Select the accounting code to add.
OR
Complete the Search criteria and select the Search button.

4. Select the Save button. The My Timekeeper Accounts page is displayed with the new
accounting added, and a message stating that the accounting was successfully added.

5. Select the Cancel button to return to the Timekeeper Main Menu page.

New Accounts

After a Timekeeper adds a new accounting code, the code is available for Employees to add to
the accounting code list. Timekeepers are allowed to perform this function for other Timekeepers
for whom they are Delegates.

To Create a New Account:

1. Select the Accounts link from the Accounting section on the Timekeeper Main Menu
page. The My Timekeeper Accounts page is displayed listing available accounting codes.
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Note: The fields on the page may differ based on Agency requirements.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates drop-down list and select the Switch button. The My Timekeeper Accounts page for
the selected Timekeeper is displayed.

“WEBTA' _ copion

My Timekeeper Accounts - DOE, THOMAS

Detngore: (5277 (XD
My Accounts

Account: Description:

[Search | Clowr

Account Descripton Save Remove
J00000000 | webTA
000000000 | Pald Leave Sav
12 01 2 Rasords 1 v

[

Gn‘

Get Account(s)

Create New Account
* Account Structure: | OCFO ¥
* Fiscal Year:
* Program Code:
Function

Description:

Figure 19: My Timekeeper Accounts Page

2. Complete the following fields in the Create New Account section:
Account Structure (see "Account Structure Field Instruction (Required)" on page 312)
Fiscal Year (see "Fiscal Year Field Instruction (Required)" on page 319)
Program Code (see "Program Code Field Instruction (Required)" on page 325)
Function (see "Function Field Instruction" on page 319)
Description (see "Description Field Instruction" on page 315)

3. Select the Create button. The new accounting added is listed, and a message stating that
the accounting was successfully added is displayed.

4. Select the Cancel button to return to the Timekeeper Main Menu page.
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Employee Profile

The Employee Profile page contains an Employee's personal information. While most fields on
this page are updated by PPS feeds, some may be updated by the Timekeeper and Master
Timekeeper. An Employee's profile settings are displayed on the Employee Profile page.

K ‘W E BTN Employee

Inbox [0] | Settings | Help | Log Out

mekeeper Main Menu > Select Timesheets >

Employee Profile » DOE, JOHN

Settings » Items marked with an asterisk® are required
No Time Tracking:

User ID:

Calendars

DOEN

First Nama: JOHN

Middle Name:
Last Name:
Employee ID:

E Auth Internal ID:
Active:

Essential:
Supervisor:

* Timekeeper:

* Organization:

DOE, JANE - DOEJ
DOE, THOMAS - DOET

Search for Timekeeper

QCFO 00 00 0000 00 00 00 00

E-Mail Address: john.doe@usda.gov

Timezone:

Start Page:
POI:
Override EmpowHR Supervisor Assignment:

Figure 20: Employee Profile Page

Highest Role Menu ¥
537

Other pages that are available from the Employee Profile page include:

Licenses - Displays which webTA licenses the Employee may use. This is a view-only

page. For more information, see Licenses (on page 57).

Calendars - Displays which calendar(s) are assigned to the Employee. This is a view-only

[ ]
page. For more information, see Calendars (on page 61).

e Manage Roles - Displays the Employee's assigned roles. This is a view-only page. For
more information, see Manage Roles (on page 65).

e Timesheet Details - Displays the Employee's Timesheet Details. For more information,
see Timesheet Details (on page 69).

e Timesheet Profile - Displays the Employee's Timesheet Profile. For more information,
see Timesheet Profile (on page 83).

[

FMLA/FMLA Military - Displays the Employee's Family and Medical Leave Act

(FMLA)/FMLA Military information, if applicable. For more information, see

FMLA/FMLA Military (on page 73).
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e Disabled Veteran Leave - Displays the Employee's Disabled Veteran Leave information,
if applicable. For more information, see Disabled Veteran Leave (on page 79).

e Telework - Reserved for future use.

This section includes the following topics:

Y= 1 €[ o [ SRS UPPTPR PP 47
LICEBINSES ..ottt 57
CAIBNTAIS ...ttt e 61
MBNAGE ROIES ... e 65
TIMESNEEE DELAIIS ..ottt 69
FMLAJFMLA MiIlITAIY ..ottt s 73
Disabled Veteran LEAVE ..o e 79
TIMESNEEL ProOfile ... e 83
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Settings

The Employee Profile page displays the Employee's Profile Settings. Timekeepers may view an
Employee's Profile Settings but are only allowed to edit the following fields:

e Timekeeper - Used to change an Employee's Timekeeper.

e Start Page - Used to determine which main menu is displayed when a user with multiple
roles logs on. Each assigned role will be displayed in the drop-down list, along with the
Highest Role Menu selection.

e Override EmpowHR Supervisor Assignment - Used to retain the webTA selected
Supervisor and ensure that the selection will not be overwritten by the daily EmpowHR
feed.

To View an Employee's Settings:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

“WEBTA” _expo
ikevpt Mk Mo
Select Timesheets

Pay Period: Tameshsen Saatus: User itk LastMame:  First Mame:  Middle Name: Oeganiration: Timeketpes: Suprvison 55K Delegates Fon POL: a

. ] |Saved + Emg Vakdates ] h INGHE [

T sheet Typer:

0 ~]

&+ Pay Perked Tirsshaet Statn Usar I Lt Marma st Hame ickia Mame

Saved [ Do o Db, OFC OF THE CHIEF F
Saved DOET D3E THOMAS Db, OFC OF THE CHIEF

Select Action

T

Cancel |

Figure 21: Select Timesheets Page

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is
displayed.

2. Select the applicable Employee.
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3. Select the Employee Profile link from the action menu on the Profiles and Settings
section. The Employee Profile page for the selected Employee is displayed.

~WEBTA'_enpiore
Timekeeper Main Menu > Select Timesheets >
Employee Profile » DOE, JOHN
Settings » Items marked with an asterisk® are required
Licenses No Time Tracking:
Calendars User ID: DOEJ1
First Name: JOHN
Middle Name:
Last Name: DOE
Employee ID:

E Auth Internal ID:

Active:

Essential:
Supervisor: DOE, JANE - DOEJ

* Timekeeper: DOE, THOMAS - DOET Search for Timekeeper

* Organization: QCFO 00 00 0000 00 00 00 00
E-Mail Address: john doe@usda gov
Timezone:

Start Page: | Highest Role Menu
POL: 5317
Owverride EmpowHR Supervisor Assignment:

Figure 22: Employee Profile Page

The Employee Profile page displays the Employee's profile Settings. The following fields
are displayed:

No Time Tracking (see "No Time Tracking Field Description" on page 323)
User ID (see "User ID Field Description" on page 334)

First Name (see "First Name Field Description" on page 318)

Middle Name (see "Middle Name Field Description" on page 322)

Last Name (see "Last Name Field Description" on page 320)

Employee ID (see "Employee ID Field Description" on page 316)

E Auth Internal ID (see "E Auth Internal ID Field Description" on page 316)
Active (see "Active Field Description" on page 313)

Essential (see "Essential Field Description" on page 318)

Supervisor (see "Supervisor Field Description" on page 330)

Timekeeper (see "Timekeeper Field Description" on page 331)
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Organization (see "Organization Field Description (Required)" on page 324)
E-Mail Address (see "E-Mail Address Field Description" on page 316)

Timezone (see "Timezone Field Description" on page 331)

Start Page (see "Start Page Field Description" on page 327)

POI (see "POI Field Description" on page 325)

Override EmpowHR Supervisor Assignment (see "Override EmpowHR Supervisor

Assignment Field Description" on page 324)

This section includes the following topics:

Changing an Employee's TIMEKEEPET .........ooiiiiiiiiieie et 49
Changing an Employee's Start Page Display..........cccccoviiiiiiiiiiiiecc e 52
Overriding the EmpowHR Supervisor ASSignment..........ccccveeeeeiiiiiiiieeee e, 53

Changing an Employee's Timekeeper
Timekeepers are allowed to change an Employee's Timekeeper.

To Change an Employee's Timekeeper:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

displayed.

“WEBTA" cavor (IR ACTETTICTIETTE
Select Timesheets

Pay Period: Tamesteen Suatus: User I0: LastMame.  First Mame:  Middle Name: (xganiration: Timeherper: Supervisor: 55N Delogates For: POK a

- ] [Saved + Emg Vabdaied ] h NOKE [ v]

Tiwrahaet Type:

. -

enEs
Suparvinor Agency POl

Select Action

Cancel |

Figure 23: Select Timesheets Page
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2. Select the applicable Employee.

3. Select the Employee Profile link from the Profiles and Settings action menu in the Select
Action section. The Employee Profile page for the selected Employee is displayed.

_WEBTA'_ cnpioree SIZZTE)

Timekeeper Main Menu > Select Timesheets >

Employee Profile » DOE, JOHN

Settings » Items marked with an asterisk® are required

Licenses No Time Tracking:
Calendars UserID: DOEN
ssssssses First Name: JOHN
Manage Roles Middle Name:

Timesheet Details

. " Last Name: [DOE
Timesheet Profile

FMLAFMLA Military Employee ID:
Disabled Veleran Leave E Auth Internal ID:
Telework Active: ~
Essential:
Supervisor: DOE, JANE - DOEJ
* Timekeeper: DOE, THOMAS - DOET

* Organization: OCFO 00 00 0000 00 00 00 00

E-Mazil Address: john doe@usda gov
Timezone: | GMT -5:00 Eastern Time (US & Canada), Bogota, Lima ¥

Start Page:  Highest Role Menu ¥
POI: 5317
Owverride EmpowHR Supervisor Assignment:

Figure 24: Employee Profile Page
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4. Select the Search for Timekeeper button. The Select User - Timekeeper page is displayed
listing available Timekeepers.

~WEBTA"_ enioye

Timekeeper Main Menu = Select Timesheets > Settings >

Select User - Timekeeper for DOEJ

Name:

[ seven ] cieor

Name

DOE, ALICE - DOEA
DOE, BETTY - DOEB
DOE, CARL - DOEC
DOE, DONALD - DOED
DOE, DONNA - DOEDA
DOE, ELIZABETH - DOEE
DOE, FRANK - DOEF
DOE, GARY - DOEG
DOE, GLENDA - DOEG2
DOE, GLORIA - DOEG1
DOE, HENRY - DOEH
DOE, IRA - DOE!

DOE, IRIS - DOEN

DOE, JANE - DOEJ

DOE, JOHN - DOEJ1
DOE, KARL - DOEK1
DOE, KATHY - DOEK
DOE, LINDA - DOEL
DOE, MARK - DOEM1
DOE, MARY - DOEM
DOE, MANCY - DOEN
DOE, PATRICIA - DOEP
DOE, THOMAS - DOET
DOE, ZOE - DOEZ

DOE JR, JOHN - DOEJ2

1-25 of 155 Records 1234887 view [25] [50] [100]

Figure 25: Select User - Timekeeper for Page

5. Select the Select button adjacent to the applicable Timekeeper, if listed. The selected
Timekeeper populates to the Timekeeper field on the Employee Profile page.

OR

Enter the Timekeeper's name and select the Search button. Select the Select button
adjacent to the Timekeeper's name. The selected Timekeeper populates to the Timekeeper
field on the Employee Profile page.

6. Select the Cancel button to return to the previous page.
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OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Changing an Employee's Start Page Display

The Start Page selected determines which main menu is displayed when a user with multiple
roles logs on. Each assigned role will be displayed in the drop-down list, along with the Highest
Role Menu selection. The Highest Role Menu is the default setting.

To Change an Employee Start Page Display:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main

Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

displayed.

FWEBTA”  empiores g

Select Timesheets

Pay Period: Timeshween Status: Userlls  LasiMame:  FirstMame:  Middie Name: Ospaniration: Timehoeper:

] ] |Gaved + Emg Vabtated ] h’

i shast Type:

- ~]

+ Pary Puricd Timshaet Statun Usar 1D Lt Mo Erst tame Mkt Mama Organisaton.

Sarved DOEX DOE R Jore DM, OFE OF THE CHIEF FIN OFFC
Saved DOEN DOE JANE DM, DI OF THE CHIEF FIN OFFC
Saved [ DOl o Db, OFC OF THE CIEF FIN OFFC
Sarved DOET DoE THOMAS DA, OFIC OF THE CHIEF FIN OFFC

Select Action

Cancel |

Figure 26: Select Timesheets Page

2. Select the applicable Employee.

Tirakeager
DOE. THOMAS
DOE, THOMAS
BOL THOMAS
DOE. THOMAS
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3. Select the Employee Profile link from the Profiles and Settings action menu in the Select

Action section. The Employee Profile page for the selected Employee is displayed.

Inbox [0] | Settings | Help | Log Out

.E 'W E BTA“ Employee

ain Menu > Select Timesheets >

Timekeaper N

Employee Profile » DOE, JOHN

Settings »

Licenses

Ibems marked with an asterisks are réquired

No Time Tracking:
User ID:

Calendars

DOEN

First Name: JOHN

Middle Name:

Employee ID:
save E Auth Internal 1D:
Active:
Essential:
Supervisor:

* Timekeeper:

* Organization:

E-Mail Address: o

Timezona:

Start Page:
POI:
Owerride EmpowHR Supervisor Assignment:

Figure 27: Employee Profile Page

Last Name: DOE

DOE, JANE - DOEJ
DOE, THOMAS - DOET

Search for Timekee per
OCFO 00 00 0000 00 00 00 00

ohn doe@usda gov

Highest Role Menu ¥
537

4. Select the applicable start page setting from the drop-down list.
5. Select the Save button. The message, Employee Profile successfully saved, is displayed.
6. Select the Cancel button to return to the previous page.

OR

Select the Timekeeper tab to return to the

Timekeeper Main Menu page.

Overriding the EmpowHR Supervisor Assignment

The Override EmpowHR Supervisor Assignment function is used to prevent the nightly
EmpowHR feed from overriding the webTA assigned Supervisor. Both the Timekeeper and
Master Timekeeper can activate the Override EmpowHR Supervisor Assignment.

To Override the EmpowHR Supervisor Assignment:

1.
Menu page. The Select Timesheets page

Select the Select Timesheets link from the Employees menu on the Timekeeper Main

is displayed.
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Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

"WEBTA™  tspioye === b [71] | Settings | Help | Log Dut
Timskeogrr Main Mer
Select Timesheets
Pay Pariod: Timestsen Status- CUseri  LastMame:  First Mame:  Middle Name: O : Timahneper: Supsrvisor: S5K: Delogates For: PO -]
] (] | Savad + Emp Vabdated [ NOKE [v] | Fina P |
Tieneahest Type:
- ~]
e 10 Lt Mama st Hame Mkl Mame. Orgeization Tierakgepee Supanina Aganey ]
DOE DOE JR 0k DA, OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JANE OCFO ST
DOESH ooE JAHE DM, DFC OF THE CHIEF FIN OFFC DOE, THOMAS. DOE, JANE oCFo =347
v DOE o D, OFIC OF THE CHIEF FIN OFFC DO, THOMAS DOE. JANE = 1) smr
: DOE THOMAS D, OF C OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO 57

view [H]

Premiuen Pay Send Mea3ages

Detault Schadule
Dot Schechie

Cancel

Figure 28: Select Timesheets Page
2. Select the applicable Employee.

3. Select the Employee Profile link from the Profiles and Settings action menu in the Select
Action section. The Employee Profile page for the selected Employee is displayed.

_WEBTA'_ cnpioree SIZZTE)

Timekeeper Main Menu > Select Timesheets >

Employee Profile » DOE, JOHN

Settings » Items marked with an asterisk® are required

Licenses No Time Tracking:
Calendars UserID: DOEN
ssssssses First Name: JOHN
Manage Roles Middle Name:

Timesheet Details

Last Name: [DOE
Timesheet Profile

FMLAFMLA Military Employee ID:
Disabled Veleran Leave E Auth Internal ID:
Telework Active: ~
Essential:
Supervisor: DOE, JANE - DOEJ
* Timekeeper: DOE, THOMAS - DOET

* Organization: OCFO 00 00 0000 00 00 00 00

E-Mazil Address: john doe@usda gov

Timezone: GMT -

Start Page:  Highest Role Menu ¥
POI: 5317
Owverride EmpowHR Supervisor Assignment:

Figure 29: Employee Profile Page

4. Select the Overrride EmpowHR Supervisor Assignment check box.

5. Select the Ssave button. The message, Employee Profile successfully saved, is displayed.
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6. Select the Cancel button to return to the previous page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Licenses

The Licenses page determines which webTA licenses the Employee may use. This page is view
only for Timekeepers, but Master Timekeepers may edit it.

To View an Employee's Assigned Licenses:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

"WEBTA' emviree ST P o 1) seings 1l L5 0w |
Select Timesheets
Pay Period: Tameshwet Status. Usar 10 Last Mame-  First Mame:  Middle Name: O ;T b Supervisor: SSN Dwlogates For: POL a
] (] | Savied + Em Visbtatind v MOKE V] Find POI
Tiwrwe shaset Typer:
L] vl
+ Pay Period Tameeshwet Statun Uner 1D Lot Nama Fist Nane MackSe Name Crgantration Turok soger Supecnar Agancy PO
Saved DOER DOE R JOHN Dl OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JANE OCFO 37
Sarved DOEH DOE JANE Db, OF C OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO =7
Saved e Lo JOH D, OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JANE ocro sr
24 - 2016 Sarved DOET DOE THOMAS D, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO 537
4018 Bt 1 v [H]

Select Action

Other Actions Detault Schadule

Cancel |

Figure 30: Select Timesheets Page

2. Select the applicable Employee.
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3. Select the Employee Profile link from the action menu on the Profiles and Settings
section. The Employee Profile page for the selected Employee is displayed.
~WEBTA'_enpiore
Timekeeper Main Menu > Select Timesheets >
Employee Profile » DOE, JOHN
Settings » Items marked with an asterisk® are required
Licenses No Time Tracking:
Calendars User ID: DOEJ1
sEsRBEBEN First Name: JOHN
Manage Roles Middle Name:
Timesheet Details . "
Timesheet Profile LustRama: (DO
FMLA/FMLA Military Employee ID:
Disabled Veleran Leave E Auth Internal ID:
Telework Active: @
Essential:
Supervisor: DOE, JANE - DOEJ
* Timekeeper: DOE. THOMAS - DOET
* Organization: OCFO 00 00 0000 00 00 00 00
E-Mazil Address: john doe@usda gov
Timezone: am Time (US & Canada), Bogota, Lima ~
Start Page:  Highest Role Menu
POI: 5317
Owverride EmpowHR Supervisor Assignment:
Figure 31: Employee Profile Page
4. Select the Licenses link from the sidebar menu. The Licenses page is displayed.
-
Employee [RELTIEE Inbox [0] | Settings | Help | Log Out
Timekeeper Main Menu > Select Timesheets >
Licenses » DOE, JOHN
Sjat1ings License
Licenses » 7 webTA
Calendars
v webTA Advanced Scheduling
feesemees + webTA Continuation of Pay
Manage Roles + webTA Emergency Contacts Management
L + webTA Labor Management
;”;E;“::f ZT{['_‘: + webTA NFC BiDirectional Interface
v viLA Military
Disabled Veteran Leave e L
Telework + webTA Telework
webTA Web Services
Figure 32: Licenses Page
5. Select the Cancel button to return to the Select Timesheets page.
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OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Calendars

The Calendars page is used to view the calendars assigned to an Employee. This page is view
only for Timekeepers. Only an HR Administrator can assign or remove calendar assignments.

To View an Employee's Calendars:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

"WEBTA' emviree ST P o 1) seings 1l L5 0w |
Select Timesheets
Pay Period: Tameshwet Status. Usar 10 Last Mame-  First Mame:  Middle Name: O ;T b Supervisor: SSN Dwlogates For: POL a
] (] | Savied + Em Visbtatind v MOKE V] Find POI
Tiwrwe shaset Typer:
L] vl
Tameeshwet Statun Uner 1D Lot Nama Fist Nane MackSe Name Crgantration Turok soger Supecnar Agancy PO
Saved DOER DOE R JOHN Dl OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JANE OCFO 37
Sarved DOEH DOE JANE Db, OF C OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO =7
Saved e Lo JOH D, OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JANE ocro sr
Sarved DOET DOE THOMAS D, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO 537
vers 5] 5

Select Action

uen Py Detault Schadule

=
Figure 33: Select Timesheets Page

2. Select the applicable Employee.
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3. Select the Employee Profile link from the

Profiles and Settings action menu in the Select

Action section. The Employee Profile page for the selected Employee is displayed.

.:.WEBTA- Employee

Inbox [0] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timesheets >

Employee Profile » DOE, JOHN

Settings » Items marked with an asterisk® are required
Licenses No Time Tracking:
Calendars User ID:
AL AR RN First Name:
Manage Roles Middle Name:
Timesheet Details
. " Last Name:
Timesheet Profile
FMLAF Military Employee ID:
Disabled Veteran Leave E Auth Internal ID:
Telework Active:
Essential:
Supervisor:

* Timekeeper:

* Organization:

E-Mail Address: |

Timezone:  GMT

Start Page:
POI:
Owverride EmpowHR Supervisor Assignment:

Figure 34: Employee Profile Page

“WEBTA

Employee  Timekeeper

DOEN
JOHN

o+

DOE, JANE - DOEJ
DOE, THOMAS - DOET

Search for Timekeeper

QOCFO 00 00 0000 00 00 00 00

Highest Role Menu ¥
5317

Select the Calendars link from the sidebar menu. The Calendars page is displayed.

Inbox [0] | Settings | Help | Log Out

Calendars » DOE, JOHN

Settings
Licenses
Calendars »

Calendar
+ US Federal Holiday Calendar

L RN NN NN NN

Manage Roles
Timeshest Details
Timesheet Profile
FMLA/FMLA Military
Disabled Veteran Leave
Telawork

Figure 35: Calendars Page

OR

Select the Timekeeper tab to return to the

Calendar Type
Holiday Calendar

Select the Cancel button to return to the previous menu.

Timekeeper Main Menu page.
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Manage Roles

The Manage Roles link displays an Employee's Role Assignments page and the roles assigned to
the Employee. This page is view only for Timekeepers. Only HR Administrators can assign

roles.

To View an Employee Role Assignment:

1. Select the Select Timesheets link from the Employee menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

CWEBTA” covere (I ATTIEIETE
erkrogen Main Me
Select Timesheets
Pay Pariod: Tamesbwren Status. User Ik LastMame:  First Name:  Middie Name: O, ;T imahaeper Supervisor: 55K Delogates For: POI: =
) [w] [Saved + Emp Vabdated ~] NOHE v
T ahast Typen:
] ~]
sowch | o
& Pay Perdod Timashaet Slatun Utsae I} Lt Marra First Hame. Mickl Name. Drganirabon Tirakenger Superinar Agency oI
Saved DOEL DOE R JOHN D, OFC OF THE CHIEF FIN OFFC DOE, THOMAS: DOE. JANE OCFO s3r
Sreed DOEN DCE JANE DM, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE. JANE OCFO sar
Saved Do (hed JOH DM OFC OF THE CHIEF FIN OFFC DO, THOMAS DOL. JaNE ocro sar
4 - 716 Sarvad DOET DOE THOMAS DA, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, ASNE OCFO 7

e (]

Select Action

—
Figure 36: Select Timesheets Page

2. Select the applicable Employee.
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3. Select the Employee Profile link from the Profiles and Settings action menu in the Select
Action section. The Employee Profile page for the selected Employee is displayed.

~WEBTA'_ cnioree

Timekeeper Main Menu > Select Timesheets >

Employee Profile » DOE, JOHN

Settings » Items marked with an asterisk® are required

Licenses No Time Tracking:
Calendars UserID: DOEN
ssssssses First Name: JOHN
Manage Roles Middle Name:

Timesheet Details

Last Name: DOE
Timesheet Profile

FMLA/FMLA Military Employee ID:
Disabled Veteran Leave E Auth Internal ID:
Telework Active: «
Essential:
Supervisor: DOE, JANE - DOEJ
* Timekeeper: DOE, THOMAS - DOET Search for Timekeeper

* Organization: OCFO 00 00 0000 00 00 00 00
E-Mail Address: john doe@usd

a.gov

Timezone: s Time (US & Canada), Bogota, Lima

Start Page:  Highest Role Menu

POI: 5317
Owverride EmpowHR Supervisor Assignment:

Figure 37: Employee Profile Page
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4. Seclect the Manage Roles link from the sidebar menu.

“WEBTA™  employee  Timekeeper

Role Assignments » DOE, JOHN

Settings Role A

Licenses Rale Properties

Calendars + Employee Disable Auto Spend Deferred LTP

tesesrene + Timekeeper Local Corrections

Manage Roles » Supervisor Self Certify

Timesheet Details . Editable

Timesheet Profile Master Timekeeper Local Corrections

FMLA/FMLA Military Master Supervisor

Disabled Veteran Leave Agency

Telework BiDirectional Config Menu On
HR Administrator Department

LTP Menu On
Org Tree Menu On

Administrator

Project Manager
Access

Account Manager

COP Administrator
Configuration Manager

n Agency
ECM Administrator Department
Engineer
LTP Menu On
Help Desk User Org Tree Menu On
Agency
Leave Transfer Program Manager Department
Operations
POD
Read Only
. Agency
Telework Coordinator Department
i Agency
Telework Managing Officer Department

Figure 38: Role Assignments Page
5. Select the Cancel button to return to the Select Timesheets page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Timesheet Details
The Timesheet Details page displays timesheet related data and includes the following fields:

e Retain Data Type - Determines what data, if any, will populate to new timesheets.

e Start Pay Period for Timesheet - Displays the starting pay period in which the timesheet
will be available. The default is the current pay period. A previous pay period or the
current pay period may be specified.

e Timesheet Entry Type - Displays the entry type for the timesheet.

e Approvers - Displays the Timekeeper and Supervisor designated to validate and certify
the timesheet.

To Change an Employee's Retain Data Type:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

displayed.
FWEBTA™  empionee
Select Timesheets

Pay Pariod: Tamesbwren Status. Usar 1 LastMame:  First Name:  Middle Name: Osganieation: Timeheeper: Supervisor: SSN Detegates For: PO u

e R T —— [Fina ovg | T

Timmeahaet Type:

AN ]
EIEm

+ Pay Paried Timashaet Slatun Usar 10 Lt Marm Fast Same ekt Mama

Timaaage: Sugeringt Agency POl

DOE, THOMAS DOE, A%
A DM, GFG GF THE CIEF F DO, THOMAS DOE, 44
Saved DOET DOE THOMAS Db, OFC OF THE CHIEF DOE. THOMAS DOE, 14

Select Action

Cancel |

Figure 39: Select Timesheets Page

2. Select the applicable Employee.
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3. Select the Employee Profile link from the Profile and Settings action menu in the the
Select Action section. The Employee Profile page for the selected Employee is displayed.

_WEBTA_ cnoioree SIEZTE)

Timekeeper Main Menu > Select Timesheets >

Employee Profile » DOE, JOHN

Settings » Items marked with an asterisk® are required

Licenses No Time Tracking:

Calendars UserID: DOEN

ssssssses First Name: JOHN

Manage Roles Middle Name:
Timesheet Details

. " Last Name: DOE
Timesheet Profile

FMLAFMLA Military Employee ID:
Disabled Veteran Leave E Auth Internal ID:
Telewark Active: «
Essential:
Supervisor: DOE, JANE - DOEJ
* Timekeeper: DOE, THOMAS - DOET Search for Timekeeper

* Organization: QCFO 00 00 0000 00 00 00 00
E-Mail Address: |

Timezone:

Start Page:  Highest Role Menu v
POI: 5317
Owverride EmpowHR Supervisor Assignment:

Figure 40: Employee Profile Page

4. Select the Timesheet Details link from the sidebar menu. The Timesheet Details page is
displayed.

‘:.WEBTAN Employee  Timekeeper

Timesheet Details » DOE, JOHN

Settings Items marked with an asterisk= are required.
Licenses
Calendars Timesheet Details

RN NN RENN

Retain Data Type: None
Start Pay Period for Timesheet: | 07 - 2018 = Apr 01, 2018 - Apr 14 2018 v
Timesheet Entry Type: Hours

Manage Roles
Timesheet Details »
Timesheet Profile
FMLAFMLA Military

Disabled Veteran Leave App rovers

Telework Timekeeper: DOE, JANE - DOEJ1

* Supervisor: DOE, THOMAS - DOET
Figure 41: Timesheet Details Page
5. Select the applicable Retain Data Type from the drop-down list. Valid values are:

e None - New timesheets are blank.
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e Entries Only - No Times - Work entries (TCs and accounting) from the previous
pay period's timesheet are copied into the Employee's timesheet when the new pay
period begins; hours are not carried over.

e All - Work entries and hours from the previous pay period's timesheets are copied
into the Employee's timesheet when the new pay period begins.

e Pay from Schedule - Work entries and hours from the schedule are copied into the
Employee's timesheet when the new pay period begins. If the Employee's actual work
or time entries differ from the schedule, the Employee may edit the timesheet so that
the actual work or tie entries are recorded.

e Exception Processing - Work entries and hours from the schedule are copied
into the Employee’s timesheet when the new pay period begins. If the Employee’s
actual work or leave time entries differ from the schedule, the Employee must record
the deviation directly in the timesheet. The entries from the schedule will be
automatically adjusted.

Note: This option only applies to hourly timesheets.

6. Select the Save button. The message, Employee Profile Successfully Saved, is displayed.
7. Select the Cancel button to return to the Select Timesheets page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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FMLA/FMLA Military

The FMLA/FMLA Military page displays an Employee's FMLA/FMLA Military information, if
applicable. Timekeepers and Master Timekeepers can manually invoke new FMLA events and
delete manually invoked FMLA events. Manually invoking an FMLA event bypasses the leave
request form process. FMLA may be invoked once every 12 months. When the expiration date is
reached, the FMLA and FMLA Military tracking leave balances are automatically set to zero.

To Manually Invoke an FMLA Event:

1.

Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is
displayed.

FWEBTA _cspoe ATTECCITTE
Select Timesheets
Pay Pariod: Tameshret Snatus: User Ik LastMame:  First Name:  Middle Name: Ocganiration: Timekeeper: Supervisor SSN Delogates Far: PO =
s ) [Soved Emp vabisns 5] == oTim
T ahast Typen:
AN ]
| sasech | Glewt |
& Pay Perked Tirasheet Slatus Ut I Laid Marra Flrst Hame ekl Mama Tirek eoger Supecsino Agency el
v woen e R o DAL, GFC OF THE THOMAS  DOE. JaE ocro s
Sreed DOEN DCE JANE DM, OFC OF THE C DOE, THOMAS DOE. JANE OCFO sar
Saved D (hed JOH DM OFC OF THE O rC DOC. THOMAS DOL. JaNE ocro sar
Sarvad DOET DOE THOMAS DA, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, ASNE OCFO T

Salect Action

7

Cancel |

Figure 42: Select Timesheets Page

2. Select the applicable Employee.
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3. Select the Employee Profile link from the Profiles and Settings action menu in the Select
Action section. The Employee Profile page for the selected Employee is displayed.

_WEBTA_ cnoioree SIEZTE)

Timekeeper Main Menu > Select Timesheets >

Employee Profile » DOE, JOHN

Settings » Items marked with an asterisk® are required
Licenses No Time Tracking:
Calendars User ID: DOEN

ssssssses First Name: JOHN

Manage Roles Middle Name:
Timesheet Details

. " Last Name: DOE
Timesheet Profile

FMLAFMLA Military Employee ID:
Disabled Veteran Leave E Auth Internal ID:
Telewark Active: «
Essential:
Supervisor: DOE, JANE - DOEJ
* Timekeeper: DOE, THOMAS - DOET Search for Timekeeper

* Organization: OCFO 00 00 0000 00 00 00 00

E-Mazil Address: john doe@usda gov
Timezone: | GMT -5:00 Eastern Time (US & Canada), Bogota, Lima
Start Page:  Highest Role Menu v

POl 5317
Owverride EmpowHR Supervisor Assignment:

Figure 43: Employee Profile Page

4. Select the FMLA/FMLA Military link from the sidebar menu. The FMLA/FMLA Military
page is displayed.

~WEBTA' _enpiope

Timekeeper Main Menu > Select Timesheets =

FMLA/FMLA Military » DOE, JOHN

Settings FMLA and FMLA Military

Licenses FMLA Invocations
Calendars v Leave Type Start Date Expiration Date  Delete
sscsssssse No results

Manage Roles

Timesheet Details Invoke New FMLA or FMLA Military
Timesheet Profile

FMLA/FMLA Military »
Disabled Veteran Leave

Items marked with an asterisk» are required

* Leave Type: |FMLA v

* Start Date: |Month Day Year |[&]

[ Invoke |
Figure 44: FMLA/FMLA Military Page

5. Complete the following fields:

Leave Type (see "Leave Type Field Instruction - FMLA (Required)" on page 321)
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Start Date (see "Start Date Field Instruction - Requests (Required)" on page 327)

6. Select the Invoke button. The FMLA Invocations section is populated with the
information added and an expiration date.

~WEBTA_ cnpioyee

Timekeeper Main Menu > Select Timesheets >

FMLA/FMLA Military » DOE, JOHN

Settings FMLA and FMLA Military

Licenses FMLA Invocations
Calendars v Leave Type Start Date Expiration Date  Delete
ssesennese FMLA February 4, 2018 February 3, 2019

1-1 of 1 Records 1 View E”TJ j]

Manage Roles 1
Timesheet Details

Timesheet Profile -
FMLA/EMLA Military » Invoke New FMLA or FMLA Military

" 1 Iltems marked with an asterisk+ are required
Disabled Veteran Leave a

* Leave Type: FMLA v

* Start Date: Month Day Year 5

Figure 45: FMLA Invocations Page

7. Select the Cancel button to return to the previous page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

To Delete a Manually Invoked FMLA Event:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

75



e

Publication Category: T&A Processing
webTA 4.2 Timekeeper - Master Timekeeper

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

“WEBTA™  espiores === Iabon [21) | Settings | Help | Log Out
Timabaapes Mt Mg »
Select Timesheets
Pay Period: Timestsen Status-  Userik LastMame  First Mame:  Middle Name: : Timahneper: Supsrvisor: S5K: Delogates For: PO a
i) ] [ + Emgs Vibdatiot I NOKE v] [ Fand Pca |
Tierseshat Type:
- ~]
Lt Mamay EralHame Mckio Name rganiraton Trakeoper Supervingt Ageny POI
DOE JR 0k D, OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JANE OCFO ST
ooE JAHE DM, DFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE oCFo =347
e o D, OFC OF THE CHIEF FIN GFFC DOL, THOMAS: DOE. JANE = 1) a7
DOE THOMAS D, OF C OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO 57
vieu [H]

Figure 46: Select Timesheets Page

2. Select the applicable Employee.

Send Mea3ages

Detault Schadule
Speed Mossags i

Dvlack Schodule

3. Select the Employee Profile link from the Profiles and Settings action menu in the Select
Action section. The Employee Profile page for the selected Employee is displayed.

.E.WEBTA- Employes

Inbox [0] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timesheets >

Employee Profile » DOE, JOHN

Settings » Items marked with an asterisk® are required
Licenses No Time Tracking:
Calendars User ID:
sessssnen First Name:
Manage Roles Middle Name:
Timesheet Details Last Name:

Timesheet Profile

FMLAFMLA Military Employee ID:
Disabled Veteran Leave E Auth Internal ID:
Telework Active:
Essential:
Supervisor:
* Timekeeper:
* Organization:

E-Mail Address:
Timezone:

Start Page:
POI:
Owverride EmpowHR Supervisor Assignment:

Figure 47: Employee Profile Page

DOEJ
JOHN

DOE

o

DOE, JANE - DOEJ

DOE, THOMAS - DOET
OCFO 0000 0000 00 00 00 00
john.doe@usda gov

am Time (US & Canada), Bogota, Lima

Highest Role Menu *
5317
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4. Select the FMLA/FMLA Military link from the sidebar menu. The FMLA/FMLA Military

page is displayed.

“\WEBTA'

Inbox [2] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timesheets >

FMLA/FMLA Military » DOE, JOHN

Settings
Licenses
Calendars

( FE N RN NRN

Manage Roles
Timesheet Details
Timesheet Profile
FMLA/FMLA Military »
Disabled Veteran Leave

FMLA and FMLA Military

Delete

v Leave Type Start Date Expiration Date
FMLA February 4, 2018 February 3, 2019
1«1 of 1 Records View IE”"_] [209]

Invoke New FMLA or FMLA Military

Hems marked with an asterisks are required
# Leave Type: FMLA v

* Start Date:

Month Day Year =

Figure 48: FMLA Invocations Page

5. Select the X on the row that identifies the event. webTA removed the Start Date and
Expiration Date so that the date range is no longer designated as an FMLA event.

Note: FMLA events invoked on leave request forms cannot be deleted from the FMLA/FMLA
Military option; instead, the leave request must be reverted to pending. If the Supervisor reverts
an approved request to Pending, webTA removes the start date and expiration date that
identifies the FMLA event. webTA does not delete any associated FMLA hours from timesheets.

6. Select the Cancel button to return to the previous page.

OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Disabled Veteran Leave

The Wounded Warriors Federal Leave Act of 2015 mandates that any new Federal Employee
(hired on or after November 5, 2016) who is a Veteran with a service-connected disability rated
at 30 percent or more be granted immediate access to 104 hours of Disabled Veteran Leave. This
leave may only be used within a continuous 12 month period beginning on the first day of
employment/reemployment and may not exceed 104 hours; however, some Employees with an
uncommon tour of duty may exceed 104 hours.

Part-time, non-seasonal, and full-time seasonal Employees' leave will be prorated based on the
Employee's tour of duty. Any Disabled veteran Leave credited to an Employee that is not used
during the first 12 months of employment and/or reemployment shall be forfeited.

If the Employee is reinstated after a break in service, or transferred and has a sick leave credit
balance when they are hired, the amount of disabled veteran leave will be reduced by the amount
of sick leave that the Employee has available on the first day of the reemployment.

Disabled Veteran Leave is updated via the biweekly PPS feed and should rarely be manually
updated. However, Timekeepers can manually adjust Disabled Veteran Leave balances, if
necessary.

To Manually Add a Forward Adjustment for Disabled Veteran Leave:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

FWEBTA _copors AT
ci-rogoe Main Me
Select Tmesheets
Pay Pariod: Tamesbwren Status. Usar 1 LastMame:  First Name:  Middle Name: Ocganiration: Timekeeper: Supervisor SSN Delogates Far: PO =
0 ] [Saved + Emp Vabtatess ~] NOKE ]
Timms ahsat Type!
0 ~]
EDEm
Pay Pucedd Terasheet Slats 1 Usac | 0 arma Fusl Hame. MekSa Name Tirekeager Superinot Agency ol
et 0 r o DML OFC OF THE C HOMAS DOE. A ocFo sar
Saved £ e JANE DM, OFC OF THE C DOE, THOMAS DOE, JANE oCFo san7
Saved L [ Jor OM, OFC OF THE C e DOL, THOMAS DOE, JANE 0CrD sar
Saved i 00E THOMAS DA, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE. 1ANE 0CFO a7
- [H]
Salect Action
F 4 nd P F
Cancel |

Figure 49: Select Timesheets Page

2. Select the applicable Employee.
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3. Select the Leave Balances link from the Leave and Premium Pay action menu in the Select
Action section. The Leave Balances page for the selected Employee is displayed.

“WEBTA" _enpioyee

Timekeeper Main Menu > Select Timesheets >

Leave Balances for DOE, JOHN
Balances for pay period: |08 - 2018 : Apr 15, 2016 - Apr 28, 2018 "+

Accrual Leave Balances

Leave Type Forward Fuﬁiia d Accrued Used Expired Adjustments Capped Balance B.Elgr:::e Eotcli:e o
Annual Leave 19200 192:00 0:00 0:00 198:00 ' 310:00
Sick Leave
Credit Hours J.00
Compensatory Time 200 100
Compensatory Travel 000 000
COI'II'II?I?I"ISEIDI'}‘ Time 0:00 000
Religous (%09 000 000 |0:00/0:00 000 000 (000 000
Shore Leave (Days) 0 0 0 [N ) ] 0 a 0 0
Home Leave (Days) a Q Q 0 0 Q Q Q 0 Q
Restored Annual Leave 000  0:00 0:00 0:00 0:00 000 0:00 1 0:00 0:00 0.00
Time Off Award 0:00 000 0:00 0:00 0:00 | 0:00 0:00 0:00 0:00 0:.00
Military Regular Leave 000 000 0.00 0:00 0.00 | 0:00 0:00 1 0:.00 0:00 0.00
Military Emergency Leave 0:00 000 000 000 000 000 000 000 000 0.00
Deferred Annual Leave .00 000 000  0:00/9.00 000 000 1 0:.00 0:00 0.00
Deferred Sick Leave 000  0:00 0:00 10:00 0:00 0:.00 000 000 000 0.00
Disabled Veteran Leave 000 000 Q00 1000 f:00 000 000 000 000 0:00,
COP Occurrence 1 (Days) | 0 0 0 0 0 '] '] 0 ]
COP Occurrence 2 (Days) |0 0 0 0 0 ) 0 ] 0 ]
COP Occurrence 3 (Days) |0 a Q 0 0 ] 0 ] 0 ]
Tracking Leave Balances
Leave Type Forward Used Used To Date
LWOP
AWOL
Suspension
Furlough

Family Friendly Sick Leave

Family Friendly Sick Leave Serious
FMLA

FMLA Military

Other Leave

VLTP Used

ELTP Used

MNon-Pay For Accrual Leave

Figure 50: Leave Balances Page
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4. Select the Disabled Veteran Leave link. The Details of Disabled Veteran Leave page is
displayed.

-
_WEBTA'_ emioree

Timekeepar Main Manu > Select Timasheets > Leave Balances >

Details of Disabled Veteran Leave for DOE, JOHN

Leave Balance Details
Pay Period Date Adjustment Type Amount Balance Expiration Date

No results

[ Add Manual Forward Adjustment ] [ Cancel ]

Figure 51: Details of Disabled Veteran Leave Page

5. Select the Add Manual Forward Adjustment button. The Adjust Forward Balance for
Disabled Veteran Leave page is displayed.

“WEBTA'_ cmioye

Timekeeper Main Menu > Select Timesheets > Leave Balances > Leave Balance Details >

Adjust Forward Balance for Disabled Veteran Leave for DOE, JOHN

LeaveType: Disabled Veteran Leave
User: DOE, JOHN

Pay Period: |08&-2018: Apr 15, 2018 - Apr 28, 2018 " v
Unadjusted Forward Balance: 0:00
Adjusted Forward Balance: 0:00

ED )

Figure 52: Adjust Forward Balance for Disabled Veteran Leave Page
6. Enter the balance in the Adjusted Forward Balance field.
7. Select the Save button. The message, Forward adjustment successfully saved, is displayed.
8. Select the Cancel button to return to the previous page.

OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Timesheet Profile

The Timesheet Profile page contains information that identifies the Employee’s basic payroll
profile including tour of duty and pay plan and is populated by the nightly EmpowHR feed.
Certain fields can be updated by the Timekeeper. This page is used for special case timesheet
reporting such as final and split timesheets and for coding Employees to exceed the biweekly pay

cap.
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FWEBTA™  erviore (T

Settings | Help | Log Out

Timekeeper Main Manu > Select Timesheets >

Timesheet Profile » DOE, JOHN

Setings [P —

e Pay Period: 192016 - Sep 16, 2016-Oct 91, 2016

Calendars

Manage Roles Status Change

Timesheet Details
Timesheet Profile »
FMLAFMLA Miltary
Disabled Veteran Leave
Telework

Status Change Type:
Status Change Day:

Status,

tion ]

None. ™~

Qath of Office: [)

Final Report:

On Hold: [

Pay Details
* Payplon:
* Tour of duty:
* Duty Hours:
Work Week:
* Altonative Work Schedule:

Overtime/Standby

RSO/ Salary Cop:
Standby Hours Week 1:
Standby Hours Week 2:

Standby AUO Percent:

Service Computation Date:

Leave Category Override:
Loave Ceiling Override:
VLTP Recipient:

ELTP Recipient:

Military Rogular Leave Flag:
Miltary Emergency Leave Flag:
Negative Annual Leave Balance:
Negative Sick Leave Balance:

Negative Religious Comp Time Balance:

Pay Provider - NFC

Miscellaneous
BUS Code:
Accounting
Accounting Type:
EmpowHR

Amt in Appointment:
Appointment Expiration Date:

GS General Schedule (1eg) G|
Full Time ~

&0

Mon-Fri

Regular -hour Days. v

None ~

Feb 06,1979
Defaut (Based on SCD) (8 hours per pay period)
{24000 hours per year)

Manual Account Entry[~]

000000.00

Days in Appointment: 000

Department Description:

SEC 2- PUBLICATIONS
2712

Pt Code; 953,

Detail Expiration Date:
Duty Station City Code:
Duty Station City Description:

Duty Station County Code: 0

Duty Station County Description:
Duty Station State Code:

1690
NEW ORLEANS
7

ORLEANS
2

Dty Station State Description: LA

Effective Date:
Employment Status:
Employment Type:

£ Mait

Start Date:

End Date:

Emergency Preparedness Plan:
FLSA Indicator:

Hourly Pay Rate:

Hrs in Appointment:

Temporary Promotion Expiration Date:
Milicary Reserve Category:
Occupational Series:

Organizational Tite:

Phone:

POL:

Retirement Plan:

Grado:

Stop:

EMPLID of Supervisor:

Supervisory Status Code:
Suporvisory Status Code Description:
Appointment Type:

(GitProiie) (Seve) (Concal)

Jan 10,2016
A

Salaried

JOHN DOE@nfe usda gav

No
E-Ex
000000000045,860000
000000

0
SEC 2- PUBLICATIONS

537
FICA and CSRS (Partal) 20104
13

05

300000

2

Supervisor or Manager

Permanent

Figure 53: Timesheet Profile Page

The following sections are displayed on the Timesheet Profile page:

e Pay Period - Displays the timesheet pay period.
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e Status Change

Status Change Type - Identifies the type of status change. Valid values are None,
End, or Start, (End and Start apply only when employment status actually starts or
ends in a given pay period). This field defaults to None.

Status Change Day - Identifies the day of the status change. If the Status Change
Type is set to End or Start, a day must be selected to display the day of the change.
The field contains 14 selections, one for each day of the pay period. This field
defaults to None.

e Status

Oath of Office - Identifies if this is the first timesheet for this Employee (e.g., a new
Employee).

Final Report - Identifies if this is the last timesheet for this Employee (e.g., a
separation).

On Hold - Identifies that a timesheet is not required for an Employee (e.g., an
Employee on extended leave without pay).

e Pay Details

Pay Plan - Identifies the Employee's pay plan.
Tour of Duty - Identifies the Employee's the tour of duty.

Duty Hours - Identifies the Employee's scheduled biweekly hours. For full-time
Employees, this number should be 80.

Work Week - Identifies the Employee’s regular schedule.

Alternate Schedule - Identifies the Employee's alternative or compressed work
schedule, if applicable.

e Overtime/Standby

RSO/Salary Cap - Identifies the week(s) that the Employee is approved to get
regularly scheduled overtime hours or is authorized to exceed the biweekly salary
cap. For more information on exceeding the biweekly salary cap, see Exceeding the
Biweekly Pay Cap (on page 94).

Standby Hours Week 1- Identifies the number of standby or administratively
uncontrollable overtime (AUO) hours the Employee is authorized to earn in week one
of the pay period.

Standby Hours Week 2- Identifies the number of standby or AUO hours the
Employee is authorized to earn in week two of the pay period.

Standby AUO Percent - Identifies the percentage of salary earned for the number of
standby hours or AUO earned.
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e Leave - Displays the Employee's service computation date (SCD) and other leave
information.

e Pay Provider - Displays the pay provider and the T&A contact point.
e Miscellaneous - Displays the Employee's bargaining unit status (BUS) code.

e Accounting - Displays the type of accounting used on the Employee's timesheet. For
more information, see Accounting Options (on page 97).

e EmpowHR - Displays the Employee's payroll/personnel data.

This section includes the following topics:

FINAl TIMESNEELS ..o 86
SPIE TIMESNEETS ...t 89
Exceeding the BiweeKly Pay Cap..........uciiiiiiiiiiiiiiee et 94
ACCOUNTING OPLIONS .ottt e e ettt e e e e e e et e e e e e e eanaeeeeeaeeeaannes 97

Final Timesheets

If an Employee is being separated (e.g., resignation, termination, retirement, death, transfer to
another Department), a final timesheet must be processed. The timesheet is split systemically by
the EmpowHR feed from NFC once the personnel action separating the Employee has applied to
the database. After the transmission record is created for the Employee, webTA makes the
Employee inactive and can only be reactivated by the System Administrator.

In some circumstances, however, timing may require the Timekeeper to process the final
timesheet. These instructions are provided for such circumstances.

Note: Do not code the timesheet final if the Employee is being reassigned within the Department.

To Process a Final Timesheet:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.
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Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

“WEBTA' sy P ) ot o 9 0|
Tirsukwinpint Mk M
Select Timesheets
Pay Period: Tamesbwren Status. _Ilu(l'k. LastMame:  First Name:  Middle Name: ;T imhaeper Supervisor: SSN Delogates For: PO =
rl ] [Saved + Emp Valdated ~] MOKE ]
Theree shaset Tupe:
e 9
Pag Pecked Timesheet Statun Lt Mama Firal tiame Macka Name Crgantration Tirakeope: Superdnor Agency POI
4 - 2016 Saved DOE R JOHN DM, OFC OF THE CHIEF FIN OFFC DO, THOMAS DOE, JANE OCFQ sa7
24 - 26 Sarved DCE JANE DM, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO 57
4 - 2016 Saved DOE JOH Dl OFC OF THE CHMIEF FIN OFFC DO, THOMAS. DOL. JaxE ocro T
24 - W6 Sarved DOE THOMAS DA, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, AAHE OCFO 37
= —he
nd Premiuen Pay Send Messages Detault Schedule
Dulaut Schedule

anci Serrl Mensage

Figure 54: Select Timesheets Page

2. Select the applicable Employee.
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3. Select the Timesheet Profile link from the Profiles and Settings action menu in the Select
Action section. The Timesheet Profile page for the selected Employee is displayed.

“WEBTA' v S

Timekeeper Main Manu > Select Timesheets >

Timesheet Profile » DOE, JOHN

Setings [P —

e Pay Period: 192016 - Sep 16, 2016-Oct 91, 2016

Calendars

Manage Roles Status Change

Timesheet Details
Status Change Type: [Nona

Timesheet Profile » e ]

FMLAFMLA Misary Status Change Doy: [None ~

Disabled Veteran Leave

Telowork Status

Qath of Office:
Final Report:
On Hold: [
Pay Details

* Payplan: |GS General Schedule (reg) G|
* Tour of duty: [Full Time ™~
* Duty Hours: (80
Work Week: |MonFri
* Altornative Work Schedule: |Regular 8-hour Days v

: [None &

#b06. 1979
faut (Based on SCD) (8 hours per pay peried)
40.00 hours per year)

Military Rogular Leave Flag: No
Miliary Emergency Leave Flag: No
Negative Annual Leave Bala
Negative Sick Leave Balas

Negative Religious Comp Time Balance:

Pay Provider - NFC

Miscellaneous

BUS Code:

Accounting
Accounting Type: [Manual Account Entry /]
EmpowHR

Amt in Appointment: 00000000
Appointment Expiration Date:
Days ia Appolntment: 000
Department Description: SEC 2 - PUBLICATIONS
272

Dept Code: 953,
Detail Expiration Date:
Duty Station City C 690

Duty Station Chy Description: NEW ORLEANS

Duty Station County Code: 071
Duty Station County Description: ORLEANS

Duty Station State C 2

Duty Station State Descript
Effective Date: Jan 10, 2016

Employment Status: A
Employment Type: Salaried
JOHN DOE@rie usda gov

: No
FLSA Indicator: E - Ex
000000000045,860000
000000

€ 2- PUBLICATIONS

: 5317
Retirement Plan: FICA and CSRS (Partal) 20104

Grado: 13

Stop: 05

EMPLID of Supervisor: 000X
Supervisory Status Code: 2

Suporvisory Status Code Descript
Appointment Type:

(GitProiie) (Seve) (Concal)

Figure 55: Timesheet Profile Page
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4. Complete the following fields:
Status Change Type (see "Status Change Type Field Instruction" on page 328)
Status Change Day (see "Status Change Day Field Instruction" on page 328)
Status (see "Status Field Instruction" on page 329)
5. Select the save button. The message, Timesheet profile saved, is displayed.
6. Select the Cancel button to return to the Select Timesheets page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Split Timesheets

Split timesheets are sometimes required for an Employee's timesheet. If an Employee has a
personnel change during a pay period, a split timesheet must be processed. For certain types of
changes, the timesheet is split systemically by the EmpowHR feed from NFC once the personnel
action has applied to the database. webTA will split the Timesheet Profile on the effective date
of the personnel action when the personnel action is for a change to the following:

e Agency
e Tour of Duty
e Duty Hours

e Service Computation Date

e Pay Plan
e Grade
e Step

e Duty Station

Note: If an Employee begins or ends their employment with your Agency during the middle of a pay
period, a split timesheet is not required, only a status change.

Split timesheets should be processed at the fiscal year end for Employees on military leave in
order to track the military days correctly. Timesheets should be split at calendar year end for
Employees who are on emergency military leave or in non-pay status for accounting purposes.

Note: NFC issues bulletins at the fiscal and calendar year ends as a reminder for these situations.
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To Process a Split Timesheet:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

PWEBTA e gz P ) St 10 ]
Timaikeuge Main Men
Select Tmesheets
Pay Period: Timeshsen Snatus: CUseril  Lawibame:  FirsiMame:  Middle Hame: O : Timehneper: Supervisor: S5 For: POE a
an (] [Saved + Emp Vabdated ) NOKE [v]
T shet Type:
0 ]
Timsastusot Status Uer I} Lt Mo st Hame Mickl Hame. Crganiraton Tirakeogec Supeninol Agancy POM
Saved DOEL DOE JR ok DM, OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JAHE OCFO st
Sarend DOEN DOE JANE DM, OFC OF THE CHIEF FIN OFFC DOE, THOMAS. DOE, JANE OCFO sar
Saved L o oo OM, OFC OF THE CHIEF FIN OFFC DOL, THOMAS DOL, E 0Cr a7
Saved € 00E THOMAS DM, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE. JANE OCFO sar
view [H]

Detauit Schedule
i Schedule

Send Messages

Cance |

Figure 56: Select Timesheets Page

2. Select the applicable Employee.
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3. Select the Timesheet Profile link from the Profiles and Settings action menu in the Select

Action section. The Timesheet Profile page for the selected Employee is displayed.

FWEBTA'  mployee ===

Timekeeper Main Menu > Select Timesheets >

T

Timesheet Profile » DOE, JOHN

Seftings
Licenses
Calendars

L A e ——
Pay Period:  19- 2016 Sep 18, 2016-0ct01. 2016

Status Change

Manage Roles
Timashee! Details

Timesheet Profile s
FMLAFMLA Miltary

Status Change Type:
Status Change Day:

tera ]
None.

Disabled Veteran Leave

Telework Status

Oath of Office: [

Final Repoit:

On Hold: [

Pay Details

* Payplan:
* Tour of duty:

* Duty Hours:

Work Week:

* Alternative Work Schedule:

OvertimelStandby

RSO/ Salary Cap:
Standby Hours Week 1:
Standby Hours Week 2:

Standby AUO Percent:

Service Computation Date:
Leave Category Override:
Leave Ceiling Ovorride:

VLTP Recipient:

ELTP Recipiont:

Home Leave Computation Date:
Home Loave Category:

Home Leave End Date:

Military Rogular Leave Flag:

Military Emergency Leave Flag:
Negative Annual Leave Balance:
Negative Sick Leave Balance:

Negative Religious Comp Time Balance:

Pay Provider - NFC

Unit:
Timekeeper:
New Contact Point:

Miscellaneous

BUS Code:

Accounting

Accounting Type:

EmpowHR

Amt in Appointment:
Appointment Expiration Date:
Days in Appointment:

Department Description:

Dept Code:
Detail Expiration Date:
Duty Station City Code:

Duty Station City Description:

Duty Station County Code:
Duty Station County Description:
Duty Station State Code:

GS General Schedule (1eg)
Full Time ~
80

Mon-Fi

Regular 8-hour Days

™

None

2]

Feb 06, 1979
Delault (Based on SCD) (8 hours per pay period)
(240:00 hours per year)

Manual Account Enty ]

000000.00

000
SEC 2 - PUBLICATIONS
953212

1690
NEW ORLEANS
ort

ORLEANS

2

Duty Station State Description: LA

Effective Date:
Employment Status:
Employment Type:

€ Mail:

Start Dote:

End Date:

Emergency Preparedness Plan:
FLSA Indicator:

Hourly Pay Rate:

Hrs in Appointment:

Temporary Promotion Expiration Date:
Military Reserve Category:
Occupational Series:

Office Type:

Official Tite:

Organization Level 1:

Organization Level 2:

Organization Level 3:

Organization Level 4:

8
Organizational Titke:

Phone:

PO

Retirement Plan:

Grade:

step:

EMPLID of Supervisor:

Supervisory Status Code:
‘Supervisory Status Code Description:
Appointment Type:

CeikProie) (Swva) (Concal)

Jan 10,2016
A

Salaried

JOHN DOE@ric usda gov

Ne
E-Ex
000000000045 860000
000000

0343

SUPVY PROG ANAL
%

0

2

0200

2

2

00

00
SEC 2- PUBLICATIONS

8317
FICA and CSRS (Partal) 20104
3

[

20000

2

‘Supervisor of Managet
Permanent

Figure 57: Timesheet Profile Page
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4. Select the Split Profile button. The Timesheet Profile page is split in two sections (End and
Start) and displays the message, Timesheet Profile has been split. Please specify the split date.
The following sections may be edited:

e Status Change
e Status

e Pay Details
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e Overtime\Standby

“WEBTA

e |

Tiemekrapar M borns > Seboct Timasheots =

Timesheet Profile » DOE, JOHN

| [Fimehest proie s Boea spie

pecily the pin date.

et b e s

Pay Period: 13- 2016 Sep 18, 2016-0ct 81, 2016
Starting Dute of New Status: | Man 00182015 [~]
Status Changs
Status Change Type: Mona ]
Sustus Change Day:  Nea =l
Status
Oth of Cafce:
Final Rspor:
O Hokd:
Pay Details
* Payplan: G5 Gerral Schodids (1eg)
* Tour ol duty: |Full Tima =
* Doty Hows: |80
Work Weak: | Man-Fil
* Airnative Work Schedule: [Foguis Shou Days (]
Overtimel Standby
RS0 Salary Cap: Nona =
Standby Hours Week 1
Standby Hours W 2
Standby AUG Percest:
Leave
Senvice Competation Date: Feb 06, 1579
Laave Categen : E
Leave Colling Override: (240 00 hours per year)
VLTP Reciplent: Ho
ELTP Reciplest: %o
Home Leave Compstation Date:
Homa Leave Category: Hone
Hemma Loave End Date:
Maiitary Regular Leave Flag: Ho
Mititary Emesgency Loave Flog: o
Magative Annual Leave Falance: Ho
Negative Sick Leave Balasce: o
Regative Religious Comp Time Balance: Ne
Pay Provider - NFC
Agescy: OCFO
State Codu: Viepla
Town: 4000
Unit; 0
T ]
How Contact Poist: o
Miscellanecus.
BUS Code:
Accounting
Accounting Type: | Manssl Acoount Entry (]

: 800000 D)

: 800
;. SEC Z- PUBLICATIONS
¢ $SNTY

Tomposnry Promotion Expiration Date:
Miltary Reservs Category: &
Decupsticnal Seri:

dilfica Type:

Official Titie:

517

: FICA and CSRES (Parkal) 20104

Grade: 13
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Megative Annual Leave Balance: Mo
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Agpaintment Expiration Date:
Dayn in Appointment: 004
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Dt Code: 352272
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Duty Staion City Description: NEW ORLEANS

Employment
Emphoymesd Type: Salaried
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Stan Dite:
End Date
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Figure 58: Timesheet Profile Page - Split Timesheet

pay pried)

5. Select the Starting Date of New Status from the drop-down list.
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6. Select End from the Status Change Type drop-down list on the first half of the split.

7. Select the end day from the Status Change Day drop-down list on the first half of the
split.

8. Select start from the Status Change Type drop-down list on the second half of the split.

9. Select the start day from the Status Change Day drop-down list on the second half of the
split.

10. Make changes to the applicable fields on the starting status half of the split.
11. Select the Save button to save changes. The message, Timesheet profile saved, is displayed.
OR
Select the Unsplit Profile button to unsplit the timesheet.
12. Select the Cancel button to return to the Select Timesheets page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Exceeding the Biweekly Pay Cap

In certain emergency or mission critical situations, an Agency may apply an annual premium pay
cap instead of a biweekly premium pay cap, subject to the conditions provided by law and
regulation. During these situations, Employees' timesheets must be coded correctly in order to
pass NFC's edits for the biweekly pay cap.

Agencies should monitor Employee salary accruals to ensure that they do not exceed the annual
salary cap. Furthermore, allowing them to exceed the biweekly salary cap also may potentially
allow them to exceed the annual salary cap.

Note: If an Employee has been coded to exceed the biweekly salary cap, the Agency must change this
setting back to the appropriate code when the qualifying approved event has ended or when the Employee
approaches the annual salary cap.

To Code an Employee to Exceed the Biweekly Pay Cap:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.
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Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

“WEBTA' sy P ) ot o 9 0|
Tirsukwinpint Mk M
Select Timesheets
Pay Period: Tamesbwren Status. _Ilu(l'k. LastMame:  First Name:  Middle Name: ;T imhaeper Supervisor: SSN Delogates For: PO =
rl ] [Saved + Emp Valdated ~] MOKE ]
Theree shaset Tupe:
e 9
Pag Pecked Timesheet Statun Lt Mama Firal tiame Macka Name Crgantration Tirakeope: Superdnor Agency POI
4 - 2016 Saved DOE R JOHN DM, OFC OF THE CHIEF FIN OFFC DO, THOMAS DOE, JANE OCFQ sa7
24 - 26 Sarved DCE JANE DM, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO 57
4 - 2016 Saved DOE JOH Dl OFC OF THE CHMIEF FIN OFFC DO, THOMAS. DOL. JaxE ocro T
24 - W6 Sarved DOE THOMAS DA, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, AAHE OCFO 37
= —he
nd Premiuen Pay Send Messages Detault Schedule
Dulaut Schedule

anci Serrl Mensage

Figure 59: Select Timesheets Page

2. Select the applicable Employee.
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3. Select the Timesheet Profile link from the Profiles and Settings action menu in the Select
Action section. The Timesheet Profile page for the selected Employee is displayed.

“WEBTA' v S

Timekeeper Main Manu > Select Timesheets >

Timesheet Profile » DOE, JOHN

Setings [P —

e Pay Period: 192016 - Sep 16, 2016-Oct 91, 2016

Calendars

Manage Roles Status Change

Timesheet Details
Status Change Type: [Nona

Timesheet Profile » e ]

FMLAFMLA Misary Status Change Doy: [None ~

Disabled Veteran Leave

Telowork Status

Qath of Office:
Final Report:
On Hold: [
Pay Details

* Payplan: |GS General Schedule (reg) G|
* Tour of duty: [Full Time ™~
* Duty Hours: (80
Work Week: |MonFri
* Altornative Work Schedule: |Regular 8-hour Days v

: [None &

#b06. 1979
faut (Based on SCD) (8 hours per pay peried)
40.00 hours per year)

Military Rogular Leave Flag: No
Miliary Emergency Leave Flag: No
Negative Annual Leave Bala
Negative Sick Leave Balas

Negative Religious Comp Time Balance:

Pay Provider - NFC

Miscellaneous

BUS Code:

Accounting
Accounting Type: [Manual Account Entry /]
EmpowHR

Amt in Appointment: 00000000
Appointment Expiration Date:
Days ia Appolntment: 000
Department Description: SEC 2 - PUBLICATIONS
272

Dept Code: 953,
Detail Expiration Date:
Duty Station City C 690

Duty Station Chy Description: NEW ORLEANS

Duty Station County Code: 071
Duty Station County Description: ORLEANS

Duty Station State C 2

Duty Station State Descript
Effective Date: Jan 10, 2016

Employment Status: A
Employment Type: Salaried
JOHN DOE@rie usda gov

: No
FLSA Indicator: E - Ex
000000000045,860000
000000

€ 2- PUBLICATIONS

: 5317
Retirement Plan: FICA and CSRS (Partal) 20104

Grado: 13

Stop: 05

EMPLID of Supervisor: 000X
Supervisory Status Code: 2

Suporvisory Status Code Descript
Appointment Type:

(GitProiie) (Seve) (Concal)

Figure 60: Timesheet Profile Page
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4. Select the applicable exceed salary cap option from the RSO/Salary Cap drop-down list
in the Overtime/Standby section.

5. Select the Ssave button. The message, Timesheet profile saved, is displayed.
6. Select the Cancel button to return to the Select Timesheets page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Accounting Options

Agencies may specify the method of entry for account information on the Employee's timesheet.
Timekeepers are allowed to set the type of accounting entry for their Employees. The following
options are available:

e Manual Account Entry - Allows the Employee or Timekeeper to choose the
accounting code individually for each transaction included on the timesheet.

e Stored Account - Processes all transactions using the accounting stored by NFC. The
accounting is not set in the build file, and the accounting section on the timesheet
displays Using Stored Account instead of displaying the actual account in the
Account field.

e Local Account - Allows the Employee to use the same account number within the
application and is not stored at NFC.

To Set the Accounting Type Entry for an Employee:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.
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Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

“WEBTA™  espiores [ imckeopor | Inbox [71] | Settings | Help | Log Out
Timabaapes Mt Mg »
Select Timesheets
Pay Period: Timestsen Status-  Userik LastMame  First Mame:  Middle Name: : Timshweper: Supsrvisor: S5K: Delogates For: PO a
] (] |Saved + Emp Vabdated | NOKE ] ==
T ahost Type:
- ~]
# Pay Pk Timesheet Statn Lot N Fuatsiame MickSq Mame Crganizstion Tierakgepee Supanina Aganey ]
- 200 Saved DOE JR 0k DA, OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JANE OCFO s37
24- 2015 Saved ooE JAHE DM, DFC OF THE CHIEF FIN OFFC DOE, THOMAS. DOE, JANE oCFo 5397
& - 200 Saved ooe J Db, OFC OF THE CHIEF FIN OFFC DOE. THOMAS. DO s ocro snr
-0 SGarend DOE THOMAS D, OF C OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO 57
T 1 v [H]
Select Action
t Sehadule

Leave and Premium Pay Send Mea3ages

Speed Mossags Schuedds

[(Concat]

Figure 61: Select Timesheets Page

2. Select the applicable Employee.
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3. Select the Timesheets Profile link from the Profiles and Settings action menu in the
Select Action section. The Timesheet Profile page for the selected Employee is displayed.
“WEBTA'

T Vienckeeper | Inbox [7] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timesheets >

Timesheet Profile » DOE, JOHN

Set

19- 2016 : Sep 18, 2016-0c101, 2016

Lices "
Cutead Pay Period:
Manage Roles Stakis Ghangs
Timeshest Detals
Status Change Type: [None v’
Timesheot Profilo » . s ]
AR Status Change Day: None ]
Oeatid Vewan Leevs g g
Oath of Office:
Final Report:
On Hold:
Pay Details
* Payplan: [GS General Schedule (1eg) M
* Tour of duty: |Full Time ~
* Duty Hours: (80
Work Waek: |Mon-Fri
* Alternative Work Schedule: |Regular &hou Days v
Overtime/Standby
RSO/ Salary Cap: [None ]

Standby Hours Week 1:
Standby Hours Week 2:
Standby AUO Percent:

Leave

Service Computation Date:
Leave Category Overrids

Leave Ceiling Ovorride:

VLTP Recipient:

ELTP Recipiont:

Home Leave Computation Date:

Home Loave Category:

Home Leave End Date:

Military Rogular Leave Flag:

Milicary Emergency Leave Flag:
Negative Annual Leave Balance:
Negative Sick Leave Balance:

Negative Religious Comp Time Balance:

Pay Provider - NFC
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State Code:
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Timekeeper:

New Contact Point:

Miscellaneous
BUS Code:
Accounting
Accounting Type:
EmpowHR

Amt in Appointment:
Appointment Expiration Date:
Days in Appointment:
Department Description:

Dept Code:

Detail Expiration Date:

Duty Station City Code:

Duty Station City Description:
Duty Station County Code:

Duty Station County Description:
Duty Station State Code:

Duty Station State Description:
Effective Date:

Employment Status:
Employment Type:

€ Mail:

Start Dote:

End Date:

Emergency Preparedness Plan:
FLSA Indicate

Hourly Pay Rate:

Hrs in Appointment:

ay Worked:
LWOP Expiration Date:

Temporary Position Expiration Date:
Temporary Promotion Expiration Date:
Military Reserve Category:
Occupational Series:

Office Type:

Official Tite:

Organization Level 1:
Organization Level 2:

Organization Lovel

Organization Level 4:

Organization Level 5:

Organization Level 6:

Organization Lovel 7:
Organization Level 8:

Organizational Titke:

Retirement Plan:
Grade:

EMPLID of Supervi

Supervisory Status Code:
Supervisory Status Code Description:
Appointment Typs:

CeikProie) (Swva) (Concal)

Feb06, 1979
Defaut (Based on SCD) (8 hours per pay period)
1240:00 hours per year)

No

Manual Account Entry v

000000.00

000
SEC 2 - PUBLICATIONS
953212

1690
NEW ORLEANS
ort

ORLEANS

2

[
Jan 10,2016

A

Salaried

JOHN DOE@ric usda gov

Ne

: E-Exompt

000000000045 860000
000000

0
0343

SUPVY PROG ANAL

SEC 2- PUBLICATIONS

: 5317

FICA and CSRS (Partal) 20104
3

‘Supervisor of Managet
Permanent

Figure 62: Timesheet Profile Page
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4. Select the applicable Accounting Type from the drop-down list in the Accounting
Section. Valid values are:

e Manual Account Entry - Select this option to allow the Employee to choose the
accounting code individually for each transaction included on the timesheet.

e Stored Account - Select this option to have all transactions on the timesheet use the
accounting code stored at NFC. With this option, the accounting is not set in the build
file and the accounting section on the timesheets displays Using Stored Account
instead of displaying the actual accounting code.

e Local Account - Select this option to allow the Employee to use the same accounting
code within the application.

Note: If you select this option, the Account field is displayed. Select the Select button. The
Accounts: Master List page is displayed. Select the applicable accounting code from the list
and select the Save button. The selected accounting code is displayed on the Timesheet
Details page.

5. Select the Save button. The message, Timesheet profile saved, is displayed.
6. Select the Cancel button to return to the Select Timesheets page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Adding Work Time

The Work Time section of the Timesheet page has daily time entry fields for each week in a pay
period. Daily work time totals are displayed in the Work Time Total row. Timekeepers may add
work time for their assigned and delegated Employees in the event that they are unable to do so.

Note: The Leave Time section of the Timesheet page is populated when leave requests are submitted for
approval.

To Add Work Time to an Employee's Timesheet:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

“WEBTA' _ esvioree grzem) e ]| eciegs | ek 1 Log O |
Select Timesheets

Pay Pariod: Tameshwet Status. Usar 10 LastMame:  First Mame:  Middle Name: Ocganiestion: Timekesper: Supervisor: SSN Delogates Far: PO =

.\: R T —— [ Fint s | o vl ([EXEED

Theres ahasat Type:

A vl

&+ Pay Pericd Tirrsgutaet Slatun Ty Lt Marma Fuattiame Mk Name Drganiraton | —— Supervings Agency =+

Saved ooeR ooe o DAl OFC OF THE CHIEF FIN OFFC OOF, THOWAS | DOE. wiE ocFo s
Sarved DOEH DOE JANE C DOE, THOMAS DOE, JANE OCFO 537
Saved e Lo JOM oFFc DOE, THOMAS DOE. JANE (2= 1] ESTH
Sarved DOET DOE THOMAS D, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO 537

Select Action

Cancel |

Figure 63: Select Timesheets Page

2. Select the applicable Employee.
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3. Select the Timesheet link from the Timesheets action menu in the Select Action section.
The Timesheet page for the selected Employee is displayed.

_WEBTA'_ empiyee

Timekeeper Main Menu > Select Timesheets >

Unvalidated Validated Certified Sent
—C O

Timesheet

Employge: DOE, JOHN Timesheet
Pay Period:  [16-2017 : Aug 06, 2017-Aug 19,2017 S ~| [ Select Pay Period Type: Regular

Status: Unvalidated
Work Time
Sun  Mon Tue Wed Thu Fri Sat 1Sun Mon Tue Wed Thu Fri Sat

806 807 808 209 | 80  &11  8M2 813 8M4 | 815 816 847  sHe | gig WKZTowl

Time In

Time Qut

Meal Time

Transaction Account

E  WorkTime Total
Leave Time

Absence Start

Absence End

Transaction Account

Leave Time Total
Daily Total

Dollar Transactions
Transaction Account Date Amount
Dollar Total

L CHIEN Totals Remarks (0) Leave Balances Telework

Su M T w Th F Sa Su M T W Th F Sa
08106 08/07 08/08 08/09 0s1o 08/11 0812 0813 0814 0815 0816 0817 08118 02319

Action Remarks:
Characters Remaining: 255

[ save | [ Validate | [ Delete Timesheet | [ Remove AllEntries | [ Cancel |

Figure 64: Timesheet Page - Adding Work Time

4. Select the + (plus sign) in the Work Time Total row of the Work Time section. The
Transaction field is populated with a default TC, and the Account field is populated with
Select Account.

Note: You can use the default TC, or you can change the TC.
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5. Select the transaction code link to change the TC. The Select values for this entry...

popup appears.
11 - Night Diff Training + [ Select Work Time Transaction |

Figure 65: Select Work Time Transaction Page
6. Select the applicable TC from the drop-down list.

7. Select the Select Work Time Transaction button to save the TC and return to the Timesheet
page.

~WEBTA' _enpiope

Timekeepar Main Mend > Saled Timesheats >

Um‘igdmd Validated Certified  Sent

Timesheet
Employee:  DOE. JOHN Timesheet Type: Regular
Pay Pariod: |16 2017 - Aug 06, 2017-Aug 19, 20175 [~ [ Select Pay Period Status: Unvalidated
Work Time
Sun Moa Tue Wed Thi Fil St .. S Man Tue Wed This Frl Sal e
&k a7 a08 ang a1 an &z an3 a4 a5 a6 ant ang &g
Time in
a Time Out
Meal Time
Transaction Account
[X]01 - Reguiar Base Pay Select Account
Wark Time Total
Leave Time
Absence Start
. Absence End
Transaction Account
[ - | Lisrve Tirme Total
Dty Total
Dollar Transactions
Teansaction Aot Dale Aot
Dollar Total
P Totals Remarks (0) Leave Balances  Tebework
—
Su M T w ™ F ) Su ] T W ™ F Sa
0BG 087 ] ] 0810 o811 082 0813 o8 0815 0816 w7 08118 031

Action Remarks:
Characters Remanng 255

[Validate | [ Delete Timeshoet | [Mmm‘ Cancel

Figure 66: Timesheet Page - TC Added
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8. Select the Select Account link. The Accounting popup appears.

Accounting »®

Account Search Number of Results Action

T [Search | Clear

Select Account

Account Description Select
SOOB0OO0O00! webTA
WO webTA Documentation Select
XK webTA Testing
OO0 CSD Paid Leave Select
Project Number of Results Action
2 [Search ] Ciear
Select Project
Project Description Select

Clear Selection Cancel
[ Cancel )

Figure 67: Accounting Popup

9. Select the Select button for the applicable accounting code. The accounting is populated
in the Account field.

FWEBTA™ empioye

Inbox [3] | Settings | Help | Log Out

Timakeopar Main Manu > Seboct Timeshoats >
Unvalidated Validated Cenified Semt
Timesheet — —
Emplnyge: DOE. JOHN ) Timesheet Type: Regular
Poy Period: 16- 2017 - Aug 06, 2017-Aug 19, 20175 || [ Select Pay Period Status: Unvalidated
Work Time
S Mea Tug wed (T | Fii sat Sun | Moan | Tue Wed Thu Fil St
a6 o7 08 w08 &0 &M wiz "™ wi ome w5 we w17 wie ang  dTom
Tims In
= Time Out
Meal Time
Transackon Account
ml}l Regular Base Pay 2000000000 (mebTA)
Work Time Total
Leave Time
Absence Start
- Absence End
Transackon Account
[ « | LLeave Time Total
Daity Total
Dollar Transactions
Transackon Account Date Amount
Dollar Total
Action Remarks:

Characters Remaining 155

[validate | [ Delete Timeshest | [ Remove All Entries | [ Cancel |

Figure 68: Timesheet Page - Accounting Added
10. Complete the following Work Time fields:

Time In (see "Time In Field Instruction" on page 330)
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Time Out (see "Time Out Field Instruction" on page 331)
Meal Time (see "Meal Time Field Instruction" on page 322)

TC Line (see "TC Line Field Instruction" on page 330)

Note: The Work Time Total field will be automatically populated with the total hours of work
time for each day, after the timesheet is saved.

11. Select the Save button to save the timesheet. The message, Timesheet saved, is displayed.
12. Select the Cancel button to return to the Select Timesheets page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Leave Requests

Timekeepers may view, add, and submit leave requests for their assigned and delegated
Employees. Leave hours requested for the current pay period will populate to the Employee's
timesheet when the leave request is submitted for approval. Leave requests submitted for a future
pay period(s) will populate to the timesheet when the timesheet is created.

This section includes the following topics:

Viewing Employee Leave REQUESTS ..........ccueieiiiiieiiiiiie et 107
Adding and Submitting a Leave Request for an Employee .............ccovvvveeeeeiinns 110

Viewing Employee Leave Requests

Timekeepers may view leave requests for their assigned and delegated Employees in a list or
calendar format. The Leave Request page has search filters to select specific leave requests.

To View Leave Requests:

1. Select the Employee Leave Requests link from the Employees menu on the Timekeeper
Main Menu page. The Leave Requests page is displayed defaulting to current and future
pending leave requests.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is
displayed.

Note: Select the View Calendar button to view the leave requests in a calendar format.

TWEBTA'  mioyse Inbox [4] | Settings | Help | Log Out
Timakeeper hlain Menu
Leave Requests
Sttus: Vs Fren Diaste; To Date: Loave Type: Suparvisar: Timakeeper: Dulogates For:
Pundng (] Jal 23 3007 o [ 28 2016 - [ ~ NOHE
Status. # User Start Date End Date Lasae Typs Hours Subsmissicn Dabe Supardsor
2E JANE

DOE. BETTY oan 1t ORM1201T &1 - Annual Leave B:00 OB 172017 0400 PM EDT
DOE. JOHN BAWIHT GEHOZ01T &1 - Annusl Lewn 800 BRA 2017 1203 AM EDT
DOE. JOHN oAzt 08142017 &2 - Sick Laave 800 BEM42017 08 38 AM EDT

[ View Calendar | [ Cancel |
Figure 69: Leave Requests Page

2. Complete the following search filters, if applicable:
Status (see "Status Field Instruction" on page 329)

User (see "User Field Instruction" on page 334)

107



we Publication Category: T&A Processing
\ ~

webTA 4.2 Timekeeper - Master Timekeeper

From Date (see "From Date Field Instruction" on page 319)

To Date (see "To Date Field Instruction" on page 331)

Leave Type (see "Leave Type Field Instruction - Search" on page 321)
Supervisor (see "Supervisor Field Instruction" on page 330)
Timekeeper (see "Timekeeper Field Instruction" on page 331)
Delegates For (see "Delegates For Field Instruction" on page 315)

The following fields are displayed on the Leave Requests page:

Note: Rows may be sorted by selecting the arrow in the applicable column heading.

Status (see "Status Field Description - All Request Types" on page 328)
User (see "User Field Description" on page 334)

Start Date (see "Start Date Field Description" on page 327)

End Date (see "End Date Field Description" on page 317)

Leave Type (see "Leave Type Field Description" on page 321)

Hours (see "Hours Field Description" on page 319)

Submission Date (see "Submission Date Field Description" on page 330)
Supervisor (see "Supervisor Field Description" on page 330)

Timekeeper (see "Timekeeper Field Description" on page 331)
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3. Select the link in the Status column to view the leave request. The Leave Request Form
page is displayed.

“WEBTA' e (ZZZI

Timekeeper Main Menu > Leave Requests >

Pending Approved Denied
Leave Request Form ——— O

Hems marked with an asterisk® are required. Leave Balance Calculator

Leave Type and Dates
Employee: DOE, JOHN

* Leave Type: |62 - Sick Leave [v]

Transaction Leave Balance: Sick Leave 19:00

* Start Date * End Date AllDay Start Time  Stop Time Meal Time Daily Hours Total Hours Action

Aug 14,2017 0 Aug14,2017 50 &  9:.00am 5:00pm 8:00 800

Remarks

Submitter
Remarks:

Approver
Comments:

Sick Leave Purpose
If you are requesting sick leave, you must indicate the reason.

Htation of i ploy
of i p

) Care of family member, including medic ination of family member, or bereavement

() Care of family member with a serious health condmon

() Other (Provide the reason in Remarks)

Family and Medical Leave Act

Contact your supervisor and/or your personnel office 10 obtain additional information about your entitlements and responsibilities under the FMLA
Medical certification of a serious health condition may be required by your agency. If annual, sick, or leave without pay will be used under the Family
and Medical Leave Act of 1993 (FMLA), indicate what it will be used for.

[_11 hereby invoke my entitlement to Family and Medical Leave for:

) None

Birth/Adoption/Foster Care

) Family Mil Leave

() Serious Health Condition of Self

() Serious Health Condition of Spouse, Child, or Parent

Certification

| certify that the leave/absence requested above is for the purpose(s) indlcaled | undslsiand thai I must comply wllh my smploying agency s
procedures for requesting leave/approved absence (and provide addit medical . If required) and that
falsification of information on this form may be grounds for disciplinary action, including removal

Privacy Act

Section 6311 of title 5, United States Code, authorizes collection of this information. The primary use of this information is by management and your
payroll affice to approve and record your use of leave. Additional disclosures of the information may be: To the Department of Labor when
processing a claim for g a job injury or iliness; to a State ion office regarding a claim; to
Federal Life Insurance or Health Benelits camels regarding a claim; to a Federal, State, or local law eniorl:ement agerlcy when your agency
becomes aware of a violation or possible violation of civil or criminal law; to a Federal agency when or
security reasons; to the Office of Personnel Management or the General Accounting Office when the mfum:atmn is raqulred for uvaluahon of leave

administration; or the General Services Admini: fion in tion with its responsibilities for records

Public Law 104-134 (April 26, 1996) requires that any person doing business with the Federal Government furnish a social security number or tax
identification number. This is an amendment to titie 31, Section 7701. Furnishing the social security number, as well as other data, is voluntary, but
failure to do so may delay or prevent action on the appllr.almn If your agency uses the information fumished on this form for purposes other than

those indicated above, it may provide you with an those purp
Activity Log

Action Resulting State  Date Name

Submit Pending 08/1472017 08:38 AM EDT DOE, JOHN

[ Submit | [ Delete Request | [ Cancel |

Figure 70: Leave Request Form Page - Viewing

4. Select the Cancel button to return to the Timekeeper Main Menu page.
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Adding and Submitting a Leave Request for an Employee

Timekeepers may add and submit leave requests for their assigned and delegated Employees in
the event that they are unable to do so.

To Add and Submit a Leave Request for an Employee:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

displayed.

“WEBTA' cxoo ST AT
Select Tmesheets

Pay Pariod: Tameshret Snatus: User Ik LastMame:  First Name:  Middie Name: O, Tkt ped Supervisor 55K Delogates Far: PO =

) (] [Saved + Emp Vasdates ~] ﬁ NOHE ]

T ahast Typen:

AN

Soarch ] Clewr |
Timashast Slatun User 10 Lot Mo Fusl Hame. Mikla e eganizaton Tierekeager Superinot Agency ol
SGarved DOEL DOE R SO DA, OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JANE OCFO s3r
Saved DoEN e JANE DM, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE oCFo san7
Saved Dok oOE O OM, OFC OF THE CHIEF FIN OFFC DOL, THOMAS DOE JANE oCFo sar
242016 Saved DOET 00E THOMAS DA, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE. 1ANE 0CFO a7
[P rr— vorm [H]

Select Action

Tancel |

Figure 71: Select Timesheets Page
2. Select the applicable Employee.

3. Select the Leave Requests link from the Leave and Premium Pay action menu in the
Select Action section. The Leave Requests page for the selected Employee is displayed.

FWEBTA _covie (0D

Timekooper Main Menu > Sele

Leave Requests

Status: User: [Froim Dati: To Datie: . Leave Type: Supervison: Timekeeper: Delogates. For:

Pending v] Jul 23, 2017 T [l 24,2018 = (A ] NONE ~EDED

Status + User Start Dato End Date Loave Type  © Hours Submissicn Date Supardsor Timekoaper
Mo results

[[Add Leave Request | [ Wiew Calendar | [ Cancel

Figure 72: Leave Requests Page - Adding

4. Select the Add Leave Request button. The Leave Request Form page is displayed.
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Note: The Leave Balance Calculator is available to project leave balances.

_WEBTA'_ enpiore

Timekeeper Main Menu > Select Timesheets > Leave Requests >

Pending Approved Denied
Leave Request Form —O0=——0——0—

Items marked with an asterisk~ are required Leave Balance Calculator

Leave Type and Dates
Employee: DOE JR, JOHN

* Leave Type: ~]

Transaction Leave Balance: NA
Leave Request Times

* Start Date * End Date All Day Start Time  Stop Time Meal Time Daily Hours Total Hours Action

Month Day Year [& | Month Day Year & | [ Delete
Add New Row

Remarks

Submitter
Remarks:

Approver
Comments:

Sick Leave Purpose

If you are requesting sick leave, you must indicate the reason

None
il juryfincapacitation of requesting employee
edic ptical ination of requeshng employee
Care of family member, includi ptical ination of family member, or bereavement

are of family member with a serious health cond‘tlcn
ther (Provide the reason in Remarks)

Family and Medical Leave Act

Contact your supervisor and/or your personnel office to obtain additional information about your entitlements and responsibilities under
the FMLA. Medical certification of a serious health condition may be required by your agency. If annual, sick, or leave without pay will be
used under the Family and Medical Leave Act of 1993 (FMLA), indicate what it will be used for.

["] 1 hereby invoke my entitlement to Family and Medical Leave for:

Birth/Adoption/Foster Care

) Family Military Leave

erious Health Condition of Self

_) Serious Health Condition of Spouse, Child, or Parent

Certification
lcerilry that 1he leave/absence requested above is for the purp ) indicated. | 1d that | must comply with my employing
agen d absence (and provide additional documentation, including medical certification, if

's p for
required) and that ialsnﬁcal\on of mformahcn on this form may be grounds for disciplinary action, including removal,

Privacy Act

Section 6311 of title 5, United States Code, authori; llection of this inf ion. The primary use of this information is by
management and your payroll office to approve and record your use of leave. Additional disclosures of the information may be: To the
Department of Labor when pr ing a claim for comp garding a job connected injury or illness; to a State unemployment
compensation office regarding a claim; to Federal Life Insurance or Health Benefits carriers regarding a claim; to a Federal, State, or
local law enforcement agency when your agency becomes aware of a violation or possible violation of civil or criminal law; to a Federal
agency when conducting an investigation for employment or security reasons; to the Office of Personnel Management or the General
Accounting Office when the ir ion is required for evaluation of leave administration; or the General Services Administration in

connection with its responsibilities for records management.

Public Law 104-134 (April 26, 1996) requires that any person doing business with the Federal Government fumish a social security
number or tax identification number. This is an amendment to title 31, Section 7701. Furnishing the social security number, as well as
other data, is voluntary, but failure to do so may delay or prevent action on the application. If your agency uses the information furnished
on this form for purposes other than those indicated above, it may provide you with an additional statement reflecting those purposes.

Figure 73: Leave Request Form Page - Adding
5. Complete the following fields:

Leave Type (see "Leave Type Field Instruction (Required)" on page 321)
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State Date (see "Start Date Field Instruction (Required)" on page 327)

End Date (see "End Date Field Instruction (Required)" on page 317)

All Day (see "All Day Field Instruction" on page 313)

Start Time (see "Start Time Field Instruction (Required)" on page 328)

Meal Time (see "Meal Time Field Instruction" on page 322)

Daily Hours (see "Daily Hours Field Instruction" on page 315)

Total Hours (see "Total Hours Field Instruction" on page 332)

Action (see "Action Field Instruction" on page 312)

Add New Row (see "Add New Row Field Instruction" on page 313)

Submitter Remarks (see "Submitter Remarks Field Instruction" on page 330)
Approver Comments (see "Approver Comments Field Description" on page 314)
Sick Leave Purpose (see "Sick Leave Purpose Field Instruction" on page 326)

Family and Medical Leave Act (see "Family and Medical Leave Act Field Instruction"
on page 318)

6. Select the Submit button. A confirmation message is displayed stating that the request
was successfully updated and added (or will be added when the request is for a future pay
period) to the timesheet. The request is routed to the appropriate Supervisor for approval.

Note: The Activity Log is now displayed.

7. Select the Cancel button to return to the Leave Requests page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Premium Pay Requests

Timekeepers may view, add, and submit premium pay requests for their assigned and delegated
Employees. Premium pay hours requested for the current pay period will populate to the
Employee's timesheet when the premium pay request is submitted for approval. Premium pay
hours requested for a future pay period(s) will populate to the timesheet when the timesheet is
created.

This section includes the following topics:

Viewing Employee Premium Pay ReqUESTS ..........cccuuiiiiiiiiiiiiiiiieeee e 113

Adding and Submitting a Premium Pay Request for an Employee..................... 115

Viewing Employee Premium Pay Requests

Timekeepers may view premium pay requests for their assigned and delegated Employees in a
list or calendar format. The Premium Pay Request page has search filters to select specific
premium pay requests.

To View Premium Pay Requests:

1.

Select the Employee Premium Pay Requests link from the Employees menu on the
Timekeeper Main Menu page. The Premium Pay Request page is displayed defaulting to
current and future pending premium pay requests.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is
displayed.

Note: Select the View Calendar button to view the premium pay requests in a calendar format.

“WEBTA' _ copone SETIR

Premium Pay Request

Stabws: Usar Faom Date: Ta Date; Transaction: Superelson Timekespar: Diedegates For:
Pendng ] Jul 23 2011 T [ 24,2008 il ~]

Statn. w Unar Szant Date End Dute Traesaction Total Hours Submit Date Superdser Timekesper
ding o [ (LI 32 - Gomgp TimealTriesd Worked e OB14Z017 1211 FMEDT DOE, JANE COE, THOMAS
bEA20T 0BT 32 - Comp Tima/T rirend Worked 10 DEA12017 1004 AM EDT LANE DOE, THOMAS

View Cakadar Cancel

Figure 74: Premium Pay Request Page
Complete the following Search filters, if applicable:
Status (see "Status Field Instruction" on page 329)

User (see "User Field Description" on page 334)
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From Date (see "From Date Field Instruction" on page 319)
To Date (see "To Date Field Instruction" on page 331)

Transaction (see "Transaction Field Instruction - Premium Pay Request (Required)"
on page 333)

Supervisor (see "Supervisor Field Instruction" on page 330)
Timekeeper (see "Timekeeper Field Instruction" on page 331)
Delegates For (see "Delegates For Field Instruction" on page 315)

The following fields are displayed on the Premium Pay Request page:

Note: Rows may be sorted by selecting the arrow in the applicable column heading.

Status (see "Status Field Description - All Request Types" on page 328)

User (see "User Field Description" on page 334)

Start Date (see "Start Date Field Description" on page 327)

End Date (see "End Date Field Description" on page 317)

Transaction (see "Transaction Field Description - Premium Pay Request" on page 333)
Total Hours (see "Total Hours Field Description" on page 332)

Supervisor (see "Supervisor Field Description" on page 330)

Timekeeper (see "Timekeeper Field Description" on page 331)
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3. Select the link in the Status column to view the premium pay request. The Premium Pay
Request page is displayed.

“WEBTA'
Employee RELTELGETE Inbox [25] | Settings | Help | Log Out

Timekeeper Main Menu > Premium Pay Reguests >

Pending Approved Denied
—8—O0—0—

Premium Pay Request

Iterns marked with an asterisk* are required.

Transaction and Dates
Employee: DOE, JOHN

* Transaction: |32 - Comp Time/Travel Worked [v]
Premium Pay Request Times
* Start Date *End Date Start Time = Stop Time | Meal Time Daily Hours Total Hours Action
Aug 14,2017 |[= |Aug 14,2017 |[=7 3:00pm 4:00pm 1:00 1:00
Add New Row
Remarks
Submitter
Remarks:
Approver
Comments:
Activity Log
Action Resulting State Date MName Comments
Submit  Pending 08/14/2017 1211 PMEDT  DOE, JOHN

[ Submit ] [ Delete Request ] [ Cancel ]

Figure 75: Premium Pay Request Page

4. Select the Cancel button to return to the Timekeeper Main Menu page.

Adding and Submitting a Premium Pay Request for an Employee

Timekeepers may add and submit premium pay requests for their assigned and delegated
Employees in the event that they are unable to do so.

To Add and Submit a Premium Pay Request for an Employee:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.
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Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

“WEBTA™  espiores [ imckeopor | Inbox [71] | Settings | Help | Log Out
Timabaapes Mt Mg »
Select Timesheets
Pay Period: Timestsen Status- CUseri  LastMame:  First Mame:  Middle Name: O : Timahneper: Supsrvisor: S5K: Delogates For: PO -]
i) ] [ + Emgs Vibdatiot I NOKE v] [ Fand Pca |
Tierseshat Type:
- ~]
# Pay Pk Timasheet Slatun e 10 Lt Mama st Hame MickSq Mame Orgeization Tierakgepee Supanina Aganey ]
242016 Saved DOE DOE JR 0k DA, OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JANE OCFO ST
24- 2015 Saved DOE ooE JAHE DM, DFC OF THE CHIEF FIN OFFC DOE, THOMAS. DOE, JANE oCFo =347
24 2016 Saved 0OEs Lo JOH Db, OFC OF THE CHIEF FIN OFFC DOE. THOMAS. DO s ocro snr
- 206 SGarend DOET DOE THOMAS D, OF C OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO 57
[Prr— 1 view [H] 5

Send Mea3ages

Detault Schadule
Speed Mossags i

Dvlack Schodule

Cancel

Figure 76: Select Timesheets Page
2. Select the applicable Employee.

3. Select the Premium Pay Requests link from the Leave and Premium Pay action menu in
the Select Action section. The Premium Pay Request page for the selected Employee is
displayed.

“WEBTA™_ employes STz inbow 4] | Sttings | Felp | Log Out

Timekeeper Main Menu > Select Timesheets >

Premium Pay Request

Status: From Date: To Dane: Transaction: Supervisor: Timekeeper:

Pending ] ul 23, 2017 ] ~

o Jul 24,2018

Status v User Start Date End Date Transaction Total Hours. Submit Date: penvi

No results

[(Add Premium Pay Request | [ View Calendar | | Cancel |

Figure 77: Pemium Pay Request Page - Add
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4. Select the Add Premium Pay Request button. The Premium Pay Request page is displayed.

_WEBTA _ enpioyee

Timekeeper Main Menu > Premium Pay Requests >

) Pending Approved Denied
Premium Pay Request —O———O0—0—

Hems marked with an astersk® are required

Transaction and Dates
Employee: DOE, THOMAS
* Transaction: ]

* Start Date * End Date Start Time  Stop Time Meal Time Daily Hours Total Hours Action

N )ay Year | (2] | Month Day Year |21 0:00
Add New Row
Remarks

Submitter
Remarks:

Approver
Comments:

Figure 78: Premium Pay Request Page
5. Complete the following fields:

Transaction (see "Transaction Field Instruction - Premium Pay Request (Required)"
on page 333)

Start Date (see "Start Date Field Instruction (Required)" on page 327)
End Date (see "End Date Field Instruction (Required)" on page 317)
Start Time (see "Start Time Field Instruction (Required)" on page 328)
Stop Time (see "Stop Time Field Instruction" on page 329)

Meal Time (see "Meal Time Field Instruction" on page 322)

Daily Hours (see "Daily Hours Field Instruction" on page 315)

Total Hours (see "Total Hours Field Instruction" on page 332)

Action (see "Action Field Instruction" on page 312)

Add New Row (see "Add New Row Field Instruction" on page 313)

Submitter Remarks (see "Submitter Remarks Field Instruction" on page 330)
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Approver Comments (see "Approver Comments Field Description" on page 314)

6. Select the Submit button. A confirmation message is displayed stating that the request
was successfully updated and added (or will be added when the request is for a future pay
period) to the timesheet. The request is routed to the appropriate Supervisor for approval.

Note: The Activity Log is now displayed.

7. Select the Cancel button to return to the Premium Pay Request page.

OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Dollar Transaction Requests

When employees incur work-related expenses such as commuter transportation, magazine or
journal subscriptions, etc., repayment is requested via the Dollar Transaction Request page.
Timekeepers may view, add, and submit dollar transaction requests for their assigned and
delegated employees. These requests are either approved or denied by the supervisor. If
approved, the dollar transaction populates to the most recent uncertified timesheet.

This section includes the following topics:

Viewing Employee Dollar TranSacCtioNS..........cccoiiiiiiiiiiieeeiiiiieiee e eiieeee e
Adding and Submitting a Dollar Transaction for an Employee .............ccccccovee.

Viewing Employee Dollar Transactions

Timekeepers may view current or historical dollar transaction requests for their assigned and

delegated Employees.

To View Dollar Transactions:

1. Select the Employee Dollar Transaction link from the Employees menu on the Timekeeper
Main Menu page. The Dollar Transaction Requests - Current page is displayed listing
current dollar transactions for both assigned and delegated Employees.

Note: Select the History button to view historical dollar transaction requests.

~ WEBTA_ enpope

Timekeeper Main Menu >

Dollar Transaction Requests - Current
Amount Submission Date Supervisor
§10.00 05242017 1129AM  DOE, JANE

$10.00 05/24/2017 11:29 AM DOE, JANE
view (2] ] (753

v Status User Start Date End Date Transaction Code

Approved  DOE, ALICE | 01/25/2017 01/25/2017 17 - Parking Subsidy
DOE, ALICE | 01/24/2017 01/24/2017 17 - Parking Subsidy
1

Approved
1-2 of 2 Records

Figure 79: Dollar Transaction Requests - Current Page

The following fields are displayed on the Dollar Transaction Requests - Current page:

Note: Rows may be sorted by selecting the arrow in the applicable column heading.

Status (see "Status Field Description - All Request Types" on page 328)
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User (see "User Field Description" on page 334)
Start Date (see "Start Date Field Description" on page 327)
End Date (see "End Date Field Description" on page 317)

Transaction Code (see "Transaction Field Description - Premium Pay Request" on
page 333)

Amount (see "Amount Field Description" on page 314)
Submission Date (see "Submission Date Field Description" on page 330)
Supervisor (see "Supervisor Field Description" on page 330)

2. Select the link in the Status column to view the dollar transaction.

': - ™
“WEBTA Employee Inbox [171] | Settings | Help | Log Out

Timekeeper Main Menu >

. Pending Approved Denied
Dollar Transaction Request —O0———0—

Items marked with an asterisk* are required.
Employee: DOE, ALICE
Transaction Code: |17 - Parking Subsidy 1|

* Account:  JCO000O0CCO0CCOOUXK. (General Administrative Duties)

* Start Date * End Date * Amount
Jan 25, 2017 Jan 25, 2017 §10.00
Remarks

Submitter Remarks: Parking for convention.

Approver Comments:

Activity Log
Action Resulting State Time/Date Name Comments
Approve  Approved 05/24/2017 11:29 AM  DOE, JANE
Submit Pending 01/25/2017 08:16 AM  DOE, ALICE Parking for convention.

Figure 80: Dollar Transaction Request Page - Viewing

3. Select the Cancel button to return to the Timekeeper Main Menu page.

Adding and Submitting a Dollar Transaction for an Employee

Timekeepers may add and submit dollar transactions for their assigned and delegated Employees
in the event that they are unable to do so.
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To Add and Submit a Dollar Transaction for an Employee:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

“WEBTA' e Em) ATTETIEIIETN
Salect Timesheets
Pay Period: Tamesteen Suatus: _ User i LastMame:  First Mame:  Middle Name: O i Timahoeper Supervisor: 55N Delogates For: PO a
] [w] [Saved + Emg Vabdates ] NOKE v Find POL
T ahost Type:
- <
Timashaet Status Usee D Lt Moy it Hame MuckSa Fame Crganiration Tieraicuager Supervinar Agancy ]
Saved DOEL DOE JR JOHN DA, OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JaNE OCFO sanr
Sarved DOEN DCE JANE DM, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO T
Sarved ot Lot H Db, OFC OF THE CHICT FIN OFFC DOL. THOMAS. DO, sant ocro sr
Sarend E DOE THOMAS Dld, OF C OF THE CHIEF FIN OFFC DOE, THOMAS DOE, AANE OCFO 537
vers [H]

Detault Schedule
Dedinclt Schockd

Cancel |

Figure 81: Select Timesheets Page
2. Select the applicable Employee.

3. Select the Dollar Requests link from the Leave and Premium Page action menu in the
Select Action section. The Dollar Transaction Requests - Current page for the selected
Employee is displayed.

~WEBTA'_ enpioes

Timekeeper Main Menu > Select Timesheets >

Dollar Transaction Requests - Current

¥ Status User Start Date End Date Transaction Code  Amount © Submission Date Supervisor
No results

[ Add Dollar Transaction Request j [ History J [ Cancel ]

Figure 82: Dollar Transaction Requests Page - Current
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4. Select the Add Dollar Transaction Request button. The Dollar Transaction Request page is
displayed.

~WEBTA' _ cimpioyes

Timekeeper Main Menu > Select Timesheets > Dollar Transaction Requests >

Pending Approved Denied

Dollar Transaction Request

Iterns marked with an asterisk® are required.

Employee: DOE, JOHN

* Transaction Code: v
* Account:
* Start Date * End Date * Amount Action
Month Day Year | [ | Month Day Year | [
Remarks

Submitter Remarks:

Approver Comments:

Figure 83: Dollar Transaction Request Page - Adding
5. Complete the following fields:
Transaction Code (see "Transaction Code Field Instruction (Required)" on page 332)
Account (see "Account Field Instruction" on page 312)
Start Date (see "Start Date Field Instruction - Requests (Required)" on page 327)
End Date (see "End Date Field Instruction (Required)" on page 317)
Amount (see "Amount Field Instruction (Required)" on page 314)
Action (see "Action Field Instruction" on page 312)
Add New Row (see "Add New Row Field Instruction" on page 313)
Submitter Remarks (see "Submitter Remarks Field Instruction" on page 330)
Approver Comments (see "Approver Comments Field Description" on page 314)

6. Select the Submit button. A confirmation message is displayed and the request is routed to
the appropriate Supervisor for approval. If approved, the dollar transaction populates to
the most recent uncertified timesheet.
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Note: The Activity Log is now displayed.

7. Select the Cancel button to return to the previous page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Remarks

webTA allows the use of two types of remarks: daily and pay period. Daily remarks are added to
specific time entries and are entered in the Daily Remarks field. The remark is then indicated by
a triangle displayed in the corner of the time entry cell. Pay Period remarks are entered in the Pay
Period Remarks field which is accessed via the Remarks tab on the Timesheet page.

Timekeepers are allowed to enter both types of remarks for their assigned and delegated
Employees.

Note: The Action Remarks field on the Timesheet page is used to make notes pertaining to the action
being taken on the timesheet at the time it is done. These remarks are displayed in the Activity Log
section of the timesheet.

This section includes the following topics:

Daily REMAIKS ... ..t e e e e e e eeaeeeas 125
Pay Period REMAIKS ...ttt e e e enaae e e e e 130

Daily Remarks

Daily remarks apply to a specific time entry. A triangle displayed in the time entry indicates that
there is a remark for that specific entry. Daily remarks display as Timesheet Entry Remarks in
the Pay Period Remarks section of the Timesheet Summary page.

To Add a Daily Remark:

1. Select the Select Timesheets link from the Employee menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.
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Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is
displayed.

WEBTA- [ZL Vimekeeopen | Inbox [71] | Settings | Help | Log Dut

Tinakooper Main Mo »
Select Timesheets
Pay Period: Timestsen Status-  Userik LastMame  First Mame:  Middle Name: : Timshweper: Supersisor: 5K Delogates For: PO a
] (] |Saved + Emp Vabdated | NOKE ] ==
T ahost Type:
- ~]
Pay Perfod Timgstaet Satun Lant Narmay EralHame Mckio Name rganiraton Trakeoper Supervingt Ageny POI
20206 Saved DOE JR 0k DA, OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JANE OCFO s37
24- 2015 Saved ooE JAHE DM, DFC OF THE CHIEF FIN OFFC DOE, THOMAS. DOE, JANE oCFo 5397
24 2016 Saved 0OEs ooe J Db, OFC OF THE CHIEF FIN OFFC DOE. THOMAS. DO s ocro snr
- 206 SGarend DOET DOE THOMAS D, OF C OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO 57
T 1 v [H]
Detauit Schedule

Profiles and Settings Leave and Premium Pay Send Mea3ages
Secei Messiage

Dvlack Schodule

[(Concat]

Figure 84: Select Timesheets Page
2. Select the applicable Employee.

3. Select the Timesheet link from the Timesheets action menu in the Select Action section.
The Timesheet page for the selected Employee is displayed.

WEBTA Employen Inbecn [56] | Sorttings | Help | Log Oet

Timekesper bisin Moss > Seiect Timehest

anﬂdnd. Valdebed Corlied  Sent

Timesheet
Employes:  DOE, JOHN Timestwat Type:  Reguiar
Pay Patiod: 21 3006 - Now 27, 2016-Dec 10,2016 5[] [ Sebect Pay Perod | Saatus: Uewealicsted
Waork Time
Sun wan T wea Tha Fil Sa o @ o Tew el The Fil B
nwar 1108 s " 1201 13 1203 1264 1355 1304 L 1208 L] 12
Time i
a Temer Ot
Masl Trma
Transacion oot
[0 - it s Py 00 (GENERAL ADRAN EASTIES 50 60 10 08 20 800 o [ [T 60 [T ) 20008008
ok Tieser Total T 00 (1] 00 (1] 4008 800 200 8 00 (1] 000800
Leave Time
Adnarce Stari
o Mmance Ed
Transacton At
a RLoawn Timo Total
Diady Toial B0 (17 (173 00 (1] A (1) & B (1] (173 DB DY
Dollar Transactions
Transacton Acxont Date
Dcdtar Total
m Totals  Remarks (§)  Leave Balances  Tebrwork
£ M T W ™ ¥ 58 Su W T W ™ G )
LRl naa "nae 1100 e Ly 20 1204 0 1208 2ar 1208 1209 1w

Acticn Hemarks:
Charsciens Demsmng 54

[(Sove) (Vabdote) (GoiwTimosbeet) (Femove ANEnien ] (Cancer]

Figure 85: Timesheet Page

4. Select the time entry to which you want to add a remark.
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5. Double-click or select shift + R. The Remarks tab opens, and a new row is displayed. The
row populates with the date and time of the entry, the type of entry, the user name, user
ID, the current date and time, and the user's role.

Inbos [56] | Settings | Help | Log Dut

Llnn:du-d Vabdaied Cerifed St

Timeshest B
Employes:  DIOE, JOHN Timesteut Typa: Fagusr
Pay Period: 24 2016 . Now 27, 2016-Dec 10, 20165 ] [ Sabect Pay Pesiod Sasus: Unvabdabed
Waork Time
wn Won YV Tes wed Thu i S [l Ba on Tus wed Thu Fil T
e 1z W 130 1208 1202 1203 1204 (] 1208 1247 1208 12858 1310
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Figure 86: TiImesheet Page - Daily Remark
OR

Select the Remarks tab and select the + (plus sign) in the Add column. A new row is
displayed. The row populates with the user name, user 1D, the current date and time, and
the user's role. Select the date from the Date drop-down list.

6. Enter the remark in the Daily Remark field.
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7. Select the Save button. A triangle appears in the time entry cell to indicate that a remark
has been added, and the Remarks tab displays the number of daily remarks on the
timesheet.
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Figure 87: Timesheet Page - Daily Remark
8. Select the Cancel button to return to the Select Timesheets page.
OR
Select the Timekeeper tab to return to the Timekeeper Main Menu page.
To Delete a Daily Remark:

1. Select the Select Timesheets link from the Employee menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.
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Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is
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Figure 88: Select Timesheets Page
2. Select the applicable Employee.

3. Select Timesheet from the Timesheets action menu in the Select Action section. The
Timesheet page for the selected Employee is displayed.

4. Select the Remarks tab.
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Figure 89: TImesheet Page - Daily Remark

5. Select the X in the box of the Delete column on the row that identifies the daily remark
that you want to delete. The row is deleted.
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6. Select the Save button.
7. Select the Cancel button to return to the Select Timesheets page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Pay Period Remarks

Pay Period Remarks are remarks applicable to a specific pay period. After the pay period
remarks are entered and saved, they are displayed in the Pay Period Remarks section of the

Timesheet Summary page.

To Add a Pay Period Remark:

1. Select the Select Timesheets link from the Employee menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

displayed.

Iabox [21] | Settirgs | Help | Log Out

PWEBTA  tmsiore ()

Salect Timashests
Pay Period: Timesteeen Status: User I: LastMame:  First Mame:  Middle Name: Or) : Timahueper: Supereisor 55K Delogates Far: PO a
rl (] |S#ved + Emp Vakdates =) NOHE ] Find PCL
Tineshaot Type:
- ~]
& Pay Perdod Timeshaet ftatun Unae i) Lot Harma First Hame. Mickla Mame. Drganiraton Tirakenger Superinar Agency POI
1 Saved DOEL DOE R JOHN Did, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO a7
Sarved DOEN DCE JANE DM, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO sar
Saved Do LoE Jo DA OFC OF THE CHIEF FIN OFFC DO, THOMAS DOL. JaxE ocro sar
Sarved DOET DOE THOMAS DA, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, AAHE OCFO 537
r— v [H]
Salect Action

Cancel |

Figure 90: Select Timesheets Page

2. Select the applicable Employee.
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3. Select the Timesheet link from the Timesheet action menu in the Select Action section.
The Timesheet page for the selected Employee is displayed.
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Figure 91: Timesheet Page

4. Select the Remarks tab. The Pay Period Remarks field is displayed.
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Figure 92: Timesheet Page - Pay Period Remark

5. Enter the remark in the Pay Period Remarks field.
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6. Select the Save button. The Timesheet is saved with the pay period remarks.
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Figure 93: Timesheet Page - Pay Period Remark Added
7. Select the Cancel button to return to the Select Timesheets page.
OR
Select the Timekeeper tab to return to the Timekeeper Main Menu page.
To Delete a Pay Period Remark:

1. Select the Select Timesheets link from the Employee menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.
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Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is
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Figure 94: Select Timesheets Page
2. Select the applicable Employee.

3. Select Timesheet from the Timesheets action menu in the Select Action section. The
Timesheet page for the selected Employee is displayed.

4. Select the Remarks tab.
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Figure 95: Timesheet Page - Pay Period Remark Added
5. Remove the remark from the Pay Period Remarks field.

6. Select the Save button.
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7. Select the Cancel button to return to the Select Timesheets page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Timesheet Summary

Timekeepers can view the Timesheet Summary page of their assigned and delegated Employees.
The Timesheet Summary page displays a read-only snapshot of the pay period.

To View a Timesheet Summary:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is
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Figure 96: Select Timesheets Page

2. Select the applicable Employee.

3. Select the Timesheet Summary link from the Timesheets action menu in the Select Action
section. The Timesheet Summary page for the selected Employee is displayed.
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Note: To change the pay period, select the applicable pay period from the drop-down list and
select the Select Pay Period button to display the timesheet summary.
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Figure 97: Timesheet Summary Page
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Along with the Employee's name and the pay period, the following information
associated with the pay period is displayed, if applicable:

Validation messages - Displays any errors or warnings applicable to the timesheet.
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Note: Any errors must be corrected before a timesheet can be validated.

Work Time - Displays the TCs, hours, and accounting charged for work time.
Leave Time - Displays the TCs, hours, and accounting charged for leave time.

Dollar Transactions - Displays the TCs, amounts, and accounting charged for dollar
transactions.

Schedule Week - Displays the assigned work schedule.

Timesheet Totals - Displays Totals, including Weekly, Total Hours, Time in Pay,
Other Time, Dollar Transactions, and Days in Pay. Depending on licensing, totals for
Telework, Labor Distribution and Case Tracking may also be listed.

Transaction Totals - Displays a breakdown of hours by work and leave time TCs.
Pay Period Remarks - Displays any pay period remarks.

Timesheet Entry Remarks - Displays the remarks entered for specific time entries.
Leave Requests - Displays leave request(s) and status of each request.

Premium Pay Requests - Displays premium pay request(s) and status of each request.
Leave Data - Displays the Employee's accrual and tracking leave data.

Timesheet Profile - Displays the timesheet profile information.

Activity Log - Displays all actions taken on the timesheet by all roles, including the
type of action (Save), the resulting state (Timesheet Saved), the date and time of each
action, the user's name, and the message that the user entered in the Action Remarks
field on the timesheet, if any.

Labor Distribution - Displays the Employee's labor distribution information, if
applicable.

Continuation of Pay (COP) - Displays the Employee's COP information, if applicable.

4. Select the Printable Version button to view a printable version of the Timesheet Summary.

OR

Select the Cancel button to return to the previous page.

OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Validating Timesheets

Timekeepers can validate timesheets for their assigned and delegated Employees in the event
that they are unable to do so. Timesheets may be validated from a list of Employees or directly
from the timesheet and may be validated individually or as a group.

When validating, any errors on the timesheet will be displayed and must be resolved before the
timesheet can be validated. Any warnings displayed on the timesheet should be resolved;
however, a timesheet can be validated with warnings.

Note: Master Timekeepers are allowed to Override Validation errors, but these errors still may not pass
the TIME edits at NFC.

To Validate While Viewing the Timesheet:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is
displayed.
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Figure 98: Select Timesheets Page

2. Select the applicable timesheet to validate.
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3. Select the Timesheet link from the Timesheets action menu in the Select Action section.
The Timesheet page for the selected Employee is displayed.
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Figure 99: Timesheet Page - Validate

4. Select the validate button. The Timesheet page now has the status marked validated
and the message, Timesheet validated successfully, displayed.

“WEBTA _coviee SZIEID AT

Timekeeper Main Menu > Select Timeshosts >

Timeshest Unvalidated Valdated Ceified  Sem
e e o
[ rrm.m. walidated succossiully ”
Employes:  DOE, JOHN Timashaat Type: Regular
Pay Pordod: 25 . 3016 - Dec 11, 2016-Dec 24, 2016 VT | [ Sedeet Pay Pasiod Status: Validated
Work Time
sun Wiea Thu Fi S0 jua @m | M Tow Ve T Fii oo [l
i 12112 LFTH 1214 215 124 127 126 121 {r 2z 232 1373 1224
— TOSam  ToSem  Todam  Tilam  TiSam Tifam  TiSam  ToSam  TiSam  Tdlam
L Tiers Ol Iafem  3ISm  3Mpm  JdSem  TdSpm J&fpm  4Spm  3Mpm  RdSpm 4 12gm
Ml Tieray L) LEL] LE0 e LEL] L LE] L2 L2 L2
Transaction Account
[Et - Feogratar Barse Py 3NN wub T} w00 800 [ w00 BoO ] [ 00 800 800 w00 08000
[~ ] Work Time Total 00 800 00 00 200 2w 00 B00 200 =00 500 08000
Leave Time
Abspencn S
a Abianc ad
Transachion Account
[ - ] Leave Time Total
Dy Total EON 800 &0 &0 &00 m &0 (1] B0 &0 (1] 4008000

Dollar Transactions

Transacton Account Datn
Dollar Totsd
Toials Remarks (3}  Leavo Balances  Telework
5 M T W m F Sa Su M T W i F Sa
wn unz 1203 Ll 1315 12nt 1w 1w e N N Lrird {rirs] 122
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Figure 100: Timesheet Page - Successfully Validated

5. Select the Cancel button to return to the Select Timesheets page.
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OR
Select the Timekeeper tab to return to the Timekeeper Main Menu page.

To Validate Multiple Timesheets:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

“WEBTA' e Em) ATTETIEIIETN
Salect Timesheets
Pay Period: Tamesteen Suatus: _ User i LastMame:  First Mame:  Middle Name: O i Timahoeper Supervisor: 55N Delogates For: PO a
] [w] [Saved + Emg Vabdates ] NOKE v Find POL
T ahost Type:
- <
» Pay Pericd Timesheet Statun e 1D Lt Nama Eat Name Mkl Mame Crganisation Tk voper Supermon Agency PO
Saved DOEL DOE JR JOHN DA, OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JaNE OCFO sanr
Sarved EH DCE JANE DM, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO T
Sarved b Lot H Db, OFC OF THE CHICT FIN OFFC DOL. THOMAS. DO, sant ocro sr
Sarend JET DOE THOMAS Dld, OF C OF THE CHIEF FIN OFFC DOE, THOMAS DOE, AANE OCFO 537
vers [H]

Cancel |

Figure 101: Select Timesheets Page

2. Select the applicable timesheets to validate.
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3. Select the Vvalidate Selected link from the Timesheets action menu in the Select Action
section. The Timesheet Validation page is displayed indicating that this is the first
timesheet of the number of timesheets selected.

“WEETA Employes m Supervisor  HR Admin = b [61] | Sattings | Halp | Log Out
Timeieaper Main Menu > Select Timeshests >
. . Unvalidated Vabdated Certified  Sent
Timesheet Validation s g gt
[+ R
Employee:  D0E, JOHN Timeshoet Type:  Fegular
Pay Period: [26.- 2016 - Diec 11, 2016-Desc 24, W16 5 ] [[Sebect Pay Poricsd Stabus: Unrvabclated
Work Time
s wsn Ton W T ¥ L I ] Mon Tt wad TRy il L
11 1212 1213 124 1215 1218 1247 1218 1% 152 {rori] 1222 1323 1324
a Tuma In T 05am T 05am 7.00am 7 15am T 15am T:15am T:15am T.05am T:15am T dam
hih ol Iatpm  ¥afpm  33gm Jafpm Jdtpm J4spm  F4spm  33Spm  Jafpm  41Zpm
Meai Torn o30 30 030 oM o3 &30 30 =] &30 &30
Transachon Accoud
[0 - Pogutar Basa Py 0000000000000 fwal TA; 500 500 500 800 800 4000 20 200 00 ] 00 4000 80100
' Work Time Total B0 L2 L1 L1 L1 W 00 L1 800 L1 800 4000 000
Leave Time
Absence Start
- M\:u End
Trafacton Account
a Lo Tiem Total
Dy Teeal (1] (1] (1] L] (1] 4080 1] BOY B (1] (1] 40100 B0 08
Dollar Transactions
Trarachon Account Date Amost
Diollar Total
Totals  Remacks 0}  Leave Balances  Telework
Su o T w ™ F Ea Su M T w ™ F Sa
1211 1213 13 1214 1215 128 Lral 1218 129 1220 2 1222 1223 1234
Action Femarks:
Characien Ramaning 145
Save | [ Validats | | Dalete Timeshoot | [ Rémove All Estries | [ Cancel Qo2

Figure 102: Timesheet Validation Page

4. Select the validate button. If no errors are present, the Timesheet Validation page now has
the status marked Validated and the message, Timesheet validated successfully,
displayed.
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5. Select the arrow to move to the next timeheet. The next Timesheet Validation page is

:WEBTA- Employes Superdiscr  HR Admin Inbox [B1] | Setiings | Help | Log Ow
Tiwsekoeper Main Merss = Seloct Timesheets >
i " Uralidated Valdated Coniied  Sent
Timesheet Validation —
QO iuz
Employes: DOE, JANE Timesheet Type:  Regular
Pay Perlod: 35 2016 Due 11, 2016-Dve 24, 2016 5 "] [Salect Pay Pariod Status: Unvalidated
Work Time
S Man Tow ) Thei Fii sal Sus M Tk Wed Tha Fil al
1211 1212 1213 1218 1215 1216 i Y 1218 1230 1221 1202 1223 1any | TE|Teel
Time In
- ] Trme Cud
Ml Time
Teansacson Account
[]01 - Risgpstar Bt P 0 et TA) [ 13 (3] (13 (T3] 008 880 880 800 [T [ S0 8000
[ -] ‘Work Tune Tolal L1 L] L1 L1 L] 4000 800 800 800 L2 L1 00 000
Leave Time
Abmence Start
n Abmence End
Trnsacsen Accoust
[ -] L T Total
Dagity Total L1 L] L] L1 L] 00 LL] Ll LL] L2 L1 S0 mo
Dollar Transactions
Trngacscn Accoust [T Amount
Dollar Toial
Totals Remarks (] Lesve Balances  Telework
S M T w Th F Sa Su M T w T F Sa
12 2 123 12H 115 1216 127 121 e 1220 1221 e (Ee] a4
Action Remarks:
Ernscters flermasres 255
(Validate | [ [Dulete Timeshest | [ Romove All Entsios | [ Camcel | O zaz

Figure 103: Timesheet Validatation Page 2

6. Select the Vvalidate button. If there are no errors, the Timesheet Validation page now has
the status marked validated and the message, Timesheet validated successfully,
displayed.

7. Continue these steps through all selected timesheets.
8. Select the Cancel button to return to the Select Timesheets page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Corrected Timesheets

webTA allows Timekeepers to create corrected timesheets going back one year, provided the
original timesheet was created using webTA. There are three types of corrections. A corrected
timesheet cannot be coded Final. Remarks are required on a corrected timesheet.

Note: If a timesheet is available for a given pay period, it is designated as Historical and will be
copied for the correction. This is referred to as a historical correction. If a timesheet is not available, it is
designated as Missing, and a new historical record must be created. This is referred to as a
non-historical correction.

e Local corrections - Local corrections allow a Timekeeper to correct a timesheet locally
without transmitting it to NFC during the build process. Timekeepers can create historical
local corrections, but only Master Timekeepers can create non-historical local
corrections. Local corrections can be validated and certified just like regular timesheets
but will not be transmitted to NFC. Local corrections are displayed as (LC).

e Prior Corrections - Prior corrections allow a Timekeeper to create a non-historical
correction (missing timesheet) without the restriction of regular corrections (regular
corrections are limited to the previous 26 pay periods or 1 year). Prior corrections can be
validated and certified just like regular timesheets and will be transmitted to NFC. Prior
corrections are displayed as (P).

e Regular Corrections - Regular corrections allow a Timekeeper to correct a regular
timesheet that is less than 1 year old (cannot go back more than 26 pay periods).
Timekeepers can create a non-historical correction. For non-historical corrections,
Timekeepers will first have to create timesheet profile data for the Employee and then
create the timesheet for the selected pay period. For historical corrections, available
timesheets for the selected pay period will be loaded for making changes. Regular
corrections will be transmitted to NFC. Regular corrections are displayed as (C).

Note: When the correction (local, prior, and regular) is completed and built, the system will roll updated
leave balances forward to the current pay period for the Employee. This only applies if all of the
intervening pay period records exist in the database for the selected Employee.

To Correct an Employee's Timesheet:

1. Select the Select Timesheets link from the Employees section on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.
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Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

“WEBTA™  espiores [ imckeopor | Inbox [71] | Settings | Help | Log Out
Timabaapes Mt Mg »
Select Timesheets
Pay Period: Timestsen Status-  Userik LastMame  First Mame:  Middle Name: : Timshweper: Supsrvisor: S5K: Delogates For: PO a
] (] |Saved + Emp Vabdated | NOKE ] ==
T ahost Type:
- ~]
# Pay Pk Timesheet Statn Lot N Fuatsiame MickSq Mame Crganizstion Tierakgepee Supanina Aganey ]
- 200 Saved DOE JR 0k DA, OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JANE OCFO s37
24- 2015 Saved ooE JAHE DM, DFC OF THE CHIEF FIN OFFC DOE, THOMAS. DOE, JANE oCFo 5397
& - 200 Saved ooe J Db, OFC OF THE CHIEF FIN OFFC DOE. THOMAS. DO s ocro snr
-0 SGarend DOE THOMAS D, OF C OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO 57
T 1 v [H]
Select Action
t Sehadule

Leave and Premium Pay Send Mea3ages

Speed Mossags Schuedds

[(Concat]

Figure 104: Select Timesheets Page

2. Select the applicable Employee.
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3. Select the Create Correction link from the Timesheets action menu in the Select Action
section. The Create Correction page for the selected Employee is displayed.

WEBTA”  tmpioyee i

Timekeeper Main Menu > Select Timesheets >

Inbox [0] | Settings

Create Correction
Emp DOE, JOHN
Select Year: 2016 | | Select Year |
Pay Periods
Pay Period  Date Range  Timesheet Status Local Correction Prior Cormection Regular Correction
01-2016  Jan 10 - Jan 23 | Historical
02-2016 Jan24-Feb&  Historical Create Correction
03-2016 Feb7-Feb20  Historical
04-2016  Feb21-Mar5  Historical
052016  Mar6-Mar 19 | Historical Create Correction
06-2016 Mar20-Apr2 | Historical
07-2016  Apr3—Apr16  Historical
08-2016  ApriT-Apr30  Historical
09-2016  May1—May 14  Historical
10-2016  May 15—May 28 Historical
11-2016  May29-Jun 11 Historical Create Correction
12-2016 Jun12-Jun25 Historical Create Correction
132016 Jun26-Jul9  Historical
142016 | Jul10-Jul23  Historical
15-2016 Jul24-Aug6  Historical
16-2016  Aug7-Aug20  Historical
17-2016 Aug21-Sep3 | Historical Create Correction
15-2016 Sepd—Sep 17  Historical
19-2016 Sep18-Oct1  Historical
20-2016 Oct2-Oct15  Historical
212016 0a16-0429  Hetoeal
22-2016 Oct30-Nov12 | Historica
23-2016  Nov13-Nov26 Historical Create Correction
24-2016  Nov27 - Dec 10 Historical Create Correction
25-2016  Dec11=-Dec24 Regular
26-2016 Dec25-JanT | Missing [(Create Local Correction | [ Create Prior Correction | [ Create Correction |
Cancel

Figure 105: Create Correction Page
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4. Select the applicable correction type button. The Timesheet is displayed with the
Timesheet Type displayed and the Status listed.

WEBTA
. - P b o s 1 |
Vb Wi Sughe s
Timasheat - -]
e e —
Pay Porlod: 1. 209 Sap 8, IGO0 01, B S [LC) [ [Sabect Pay Paried | Fonlc Vmnliied
Work Time
e T =
Wil " L wH 3 L] wa . L] T H wH =1 = T
a Tima Ont
— _—
a Work Tima Tota e o e e e ey s s e s 5 rysaperes
Leave Time
o Hizamcy St
— —
a Lo Time kel N . N .
= s oy oo o = o E o oo oy o ==

Dollar Transactions
Transachen ooinen Due At

1M Remarts (0 Lo Balinwins  Toliwenth

L3l L3 o o oz o Ll L) o war e L] L]

Action Etsrarta:

Figure 106: Timesheet Page - Correction

5. Make the applicable corrections.

Note: An Original Timesheet button is provided in order to view original timesheet. Select the
Show Correction button to return to the corrected timesheet.

6. Enter applicable remarks in the Action Remarks field.

Note: This is a required field.

7. Select the Remarks (0) tab. Enter applicable remarks in the Pay Period Remarks field.
8. Select the Save button. The message, Timesheet saved, is displayed.

9. Select the Validate button. The Timesheet Status is displayed as Validated, and a
notification is sent to the Employee.
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10. Select the Cancel button to return to the Select Timesheets page. The Timesheet is listed
as corrected.

FWEBTA oo

rery—yT—

Select Tirmesheels
[ — : User W LsatMame:  FirstMoms:  biddle Marma: : Timelssper: Suparvivar: s [r——Y Tamaatst Typs: o
- 7] [ Srwnd + L Vatisins < E e o | o
Timabast Stana R Lt Fnstiane [ree— [— Timeksapar E— gy Por
Savet C oot o DM OFC OF THE CHIEF PR OFFC DO, THouas D€ e ocra .
- [ oot o DAL OFC OF THE CHIEF FIN OFFC DO, THOWAS DO e ocro B
St [ e o K, THOMAS D06 JiE ] n
Savet [ DoE o DO, THOMAS DOE. JuE ocFo n
- voeT Dot THOMAS oL, THOWAS DOL AN ocrg a1
Sarved : DOE M L] DOE, THOMAS DOE, JANE OCFO L
— [ oot e DO, THouAS DL e ocro o
Sarvd [ o DAL OFC OF THE CHIEF Fiu OFFC DOE, THOMAS DOE, SHE ] 17
E— C oot THouas DM O OF THE CHIEF PR OITC Do, THouAS D0t e ocra s
v [
Sand Masnages Detault Schaodk
ord Wassage i Schadl

==

Figure 107: Select Timesheets Page - Corrected T&A
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Continuation of Pay (COP)

Employees who are injured while engaged in official work activities or on work premises may be
eligible for continuation of pay (COP). If the Employee meets eligibility criteria, the COP
Administrator creates a COP recipient account in webTA. Timekeepers have view-only access to
COP data for their assigned and delegated Employees.

To View a COP Event:

1. Select COP Events from the Continuation of Pay (COP) menu on the Timekeeper Main
Menu page. The COP Events page is displayed.

Irbscn [90] | Seitings. | Help | Log Out

FWEBTA  emsions

COP Events

* Emgleyee User I injury Hurmber Diutr O bary. COP Stats Rt b Work Duale: COF Used ie Date. Deganization

[Cancel |

Figure 108: COP Events Page

2. Select the Employee's name to view the COP Event Details page.

‘:.WE BTA- Employee m Inbox [10] | Settings | Help | Log Out
imekeeper Main Menu > CC

2OF Events >

COP Event Details
Farms macked Wit an adraks are reqred
* Employes: DOE, JOHN DOEJ
Organization: 20

Date of Injury: 10172016
Injury Number: 1017

Return to Work Date: 10/3172016
COP Not 1o Exceed Date: 100312016
COP Used to Date: 0

Termination Date:
Termination Remark:

Acion Daté Narii Remarks
Saved 10152016 10:37 AM DOE.B

Figure 109: COP Event Details Page

The following fields are displayed on the COP Event Details page:

Employee (see "Employee Field Description" on page 316)

Organization (see "Organization Field Description (Required)" on page 324)
Date of Injury (see "Date of Injury Field Description" on page 315)

Injury Number (see "Injury Number Field Description" on page 320)

151



we Publication Category: T&A Processing
\ ~

webTA 4.2 Timekeeper - Master Timekeeper

Return to Work (see "Return to Work Date Field Description" on page 326)

COP Not to Exceed Date (see "COP Not to Exceed Date Field Description" on page
314)

COP Used to Date (see "COP Used to Date Field Description" on page 315)
Termination Date (see "Termination Date Field Description" on page 330)
Termination Remark (see "Termination Remark Field Description" on page 330)
Activity Log (see "Activity Log Field Description" on page 313)
3. Select the Cancel button to return to the COP Events page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Delegating and Reassigning

Timekeepers are allowed to delegate their role to other Timekeepers, as well as manage
Supervisor Delegates. They can take over as an Employee's Timekeeper and reassign Employees
to Timekeepers and Supervisors.

This section includes the following topics:

Delegating Your TimekKeeper ROIE........c.ccoiiiiiiiiieeee e 153
Managing SUpervisor Delegates ..o 156
Taking Over as an Employee's TIMEKEEPET ........ccoivviiiiiieieiiiiie e 159
Reassigning Employees to TIMEKEEPEIS ........ccoviiiiiiiiiiiiiiic e 161
Reassigning EMpIoyees t0 SUPEIVISOIS .......cc.veiieeiiiiiiiiiieee et 166

Delegating Your Timekeeper Role

The Delegate Roles page is used to designate a Delegate to perform your Timekeeper duties in
the event of your absence. The Delegates have the same rights to webTA records as the original
Timekeepers. Timekeepers may designate as many Delegates as they choose. Delegates remain
in effect until removed from the current Delegate list.

To Delegate Your Timekeeper Role:

1. Select the My Delegates link from the Delegates/Reassignment menu on the Timekeeper
Main Menu page. The Delegate Roles: Timekeeper page is displayed listing any
Delegates that you have assigned to perform your duties in your absence.

-
_WEBTA_ enioee

Timekeeper Main Menu >

Delegate Roles : Timekeeper

Delegating User: DOE, THOMAS DOET

Name Undelegate

No results
Add Delegate Undelegate All

Figure 110: Delegate Roles: Timekeeper Page
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2. Select the Add Delegate button. The Add Delegate - Timekeeper page is displayed listing
available Timekeepers.

I: L] ™
i WEBTA Employee Inbox [10] | Settings | Help | Log Out

Timekeeper Main Menu > Delegate Roles >

Add Delegate - Timekeeper

Name:

| | Search | creor

Name

O
DOE, ALICE - DOEA O
DOE, BETTY - DOEB |
DOE, CARL - DOEC O
DOE, DONALD - DOED O
DOE, DONNA - DOEDA O
DOE, ELIZABETH - DOEE O
DOE, FRANK - DOEF O
DOE, GARY - DOEG |
DOE, GLENDA - DOEG2 O
DOE. GLORIA - DOEG1 O
DOE, HENRY - DOEH O
DOE. IRA - DOEI |
DOE, IRIS - DOEM O
DOE. JANE - DOEJ O
DOE, JOHN - DOEJ1 O
DOE. KARL - DOEK1 |
DOE, KATHY - DOEK O
DOE, LINDA - DOEL |
DOE, MARK - DOEMA O
DOE, MARY - DOEM |
DOE, NANCY - DOEN O
DOE, PATRICIA - DOEP O
DOE, THOMAS - DOET O
DOE, ZOE - DOEZ O
DOE JR, DOEJ2 O

1-25 of 153 Records 1234587 View [25] [50]
Select Checked Users
Cancel

Figure 111: Add Delegate - Timekeeper Page

3. Select the check box of the desired Timekeeper if displayed on the list.
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OR

Enter the name of the Timekeeper to whom you are delegating and select the Search
button. The name and user ID matching the search criteria are displayed. Select the check
box of the desired Timekeeper.

~WEBTA' _ empioye

Timekeepar Main Menu > Delegate Roles =

Add Delegate - Timekeeper

Name:

[DGE JR, JOHN | ("search ]

Name

DOE JR, JOHM - DOEJ2
1-1 of 1 Records

Select Checked Users

Figure 112: Add Delegate Timekeeper Page - Delegate Added

View

4. Select the Select Checked Users button. The Delegate Roles: Timekeeper page is
displayed listing the new Delegate and the message, Successfully delegate Timekeeper to 1
users.

1:. ™
) WEBTA Employee Inbox [26] | Settings | Help | Log Out

Timekeeper Main Menu >

Delegate Roles : Timekeeper

| |Successfu|ly delegated Timekeeper to 1 users ||

Delegating User: DOE, THOMAS DOET

Name Undelegate
DOE JR, JOHN
1-1 of 1 Records 1 Wiew
Add Delegate Undelegate !k‘l

Figure 113: Delegate Roles: Timekeeper Page - Delegate Added

Note: To remove a single Delegate, uncheck the box next the Delegate's name and select the OK
button on the popup, or select the Undelegate All button to remove all Delegates.

5. Select the Cancel button to return to the Timekeeper Main Menu page.
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Managing Supervisor Delegates

Timekeepers are allowed to manage Delegates for Supervisors. The Delegates have the same
rights to webTA records as the original Supervisor. Timekeepers may designate as many
Supervisor Delegates as they choose. Delegates remain in effect until removed from the Delegate

list.

To Manage Supervisor Delegates:

1. Select the Manage Supervisor Delegates link from the Delegates/Reassignment menu on
the Timekeeper Main Menu page. The Select User - Choose a Supervisor page is
displayed.

“WEBTA'

Employee RRILTECETETS Inbox [33] | Settings | Help | Log Out

Timekeeper Main Menu > Delegate Roles =

Select User - Choose a Supervisor

Name:

[ seavch | Clear

DOE,
DOE,

DOE,
DOE,

DOE,
DOE,
DOE,
DOE,
DOE,
DOE,

DOE,

DOE.
DOE,

DOE,
DOE,
DOE,
DOE,
DOE.
DOE,

DOE,

DOE,
DOE,
DOE,
DOE,

ALICE - DOEA
BETTY - DOEB
CARL - DOEC
DOMALD - DOED
DONNA - DOED1
ELIZABETH - DOEE
FRANK - DOEF
GARY - DOEG
GLENDA - DOEG1
GLORIA - DOEG2
HENRY - DOEH
IRA - DOE
IRIS - DOEN
JANE - DOEJ
JOHN - DOEJ
KARL - DOEK1
KATHY - DOEK
LINDA - DOEL
MARK - DOEMA
MARY - DOEM
NANCY - DOEN
PATRICIA - DOEP
THOMAS - DOET
ZOE - DOEZ

DOE JR, JOHN - DOEJ2
1-25 of 244 Records

Figure 114: Select User - Choose a Supervisor Page

Name

1234566780910

View

Select
Select
Select
Select
Select
Select

Select

Select
Select
Select

Select

Select
Select
Select
Select
Select

50

=]
=]
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2. Select the Supervisor for whom you are assigning a Delegate. The Delegate Roles:
Supervisor page is displayed listing any Delegates currently assigned.

“WEBTA'
Employee Timekeeper Inbox [50] | Settings | Help | Log Out

Timekeeper Main Menu >

Delegate Roles : Supervisor

Delegating User: DOE, JOHN DOEJ

Name Undelegate

No results
Add Delegate Undelegate All

Figure 115: Delegate Roles: Supervisor Page
OR

Enter the name of the Supervisor for whom you assigning a delegate and select the Search
button. The name and user ID of the Supervisor matching the search criteria are
displayed.
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3. Select the Add Delegate button. The Add Delegate - Supervisor page is displayed listing
Supervisors whom you may assign as a Delegate.

I: L] ™
i WEBTA Employee Inbox [10] | Settings | Help | Log Out

Timekeeper Main Menu > Delegate Roles >

Add Delegate - Supervisor

Name:
| [ carch | Cleor |
Name

DOE, ALICE - DOEA
DOE, BETTY - DOEB
DOE, CARL - DOEC
DOE, DONALD - DOED
DOE, DONNA - DOEDA
DOE, ELIZABETH - DOEE
DOE, FRANK - DOEF
DOE, GARY - DOEG
DOE, GLENDA - DOEG2
DOE, GLORIA - DOEGA
DOE, HENRY - DOEH
DOE, IRA - DOEI

DOE, IRIS - DOEN

DOE, JANE - DOEJ
DOE, JOHN - DOEN
DOE, KARL - DOEKA
DOE, KATHY - DOEK
DOE, LINDA - DOEL
DOE, MARK - DOEMA
DOE, MARY - DOEM
DOE, MANCY - DOEN
DOE, PATRICIA - DOERP
DOE, THOMAS - DOET
DOE, Z0E - DOEZ

DOE JR, DOEJ2

1-25 of 153 Records 1234587 view [25] [50] [100

Select Checked Users

Figure 116: Add Delegate - Supervisor Page

II:IDDDDDDDDDDDDDDDDDDDDDDDDI:I

4. Select the Supervisor to assign as a Delegate if displayed on the list.
OR

Enter the name of the Supervisor to whom you are delegating and select the Search
button. The name and user ID of the Supervisor matching the search criteria are
displayed.
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5. Select the Select Checked Users button. The Delegate Roles: Supervisor page is displayed
listing the new Delegate and the message, Successfully delegated Supervisor to 1 users.

O:l ™
: WEBTA Employee Inbox [86] | Settings | Help | Log Out

Timekeeper Main Menu >

Delegate Roles : Supervisor

| |Successfu|ly delegated Supervisor to 1 users ||

Delegating User: DOE, JOHN DOEJ

Name Undelegate
DOE, MARY
1-1 of 1 Records 1 View
Add Delegate Undelegate All

Figure 117: Delegate Roles: Supervisor Page - Delegate Added

Note: To remove a single Delegate, uncheck the box adjacent to the Delegate's name and select
the OK button on the popup. A message stating that the Delegate was removed is displayed.
Select the Undelegate All button to remove all Delegates.

6. Select the Cancel button to return to the Timekeeper Main Menu page.

Taking Over as an Employee's Timekeeper

Timekeepers may take over Employees from another Timekeeper within their Agency.
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To Take Over as an Employee’s Timekeeper:

1. Select the Takeover Employee link from the Delegates/Reassignment section on the
Timekeeper Main Menu page. The Select User - Takeover Employee page is displayed.

I:i ™
: WEBTA Employee Inbox [44] | Settings | Help | Log Out

Timekeeper Main Menu >

Select User - Takeover Employee

Select Employee to Takeover:

Name:
| |
Name
DOE, ALICE - DOEA
DOE, BETTY - DOEB
DOE, CARL - DOEC
DOE, DONALD - DOED
DOE, DONNA - DOED1
DOE, ELIZABETH - DOEE
DOE, FRANK - DOEF
DOE, GARY - DOEG
DOE, GLENDA - DOEG2
DOE, GLORIA - DOEG1
DOE, HENRY - DOEH
DOE, IRA - DOE!
DOE, IRIS - DOEI1
DOE, JOHN - DOEJ1
DOE, KARL - DOEK1
DOE, KATHY - DOEK
DOE, LINDA - DOEL
DOE, MARK - DOEM1
DOE, MARY - DOEM
DOE, NANCY - DOEN
DOE, PATRICIA - DOEP
DOE, THOMAS - DOET
DOE, VERA - DOEV
DOE, 20E - DOEZ
DOE JR, JOHN - DOEJ2
1-25 of 1480 Records 12345678010 . view [25] [50] [100]

Figure 118: Select User - Takeover Employee Page
2. Select the Select button of the applicable Employee if displayed on the list.
OR

Enter the name of the Employee and select the Search button. The name and user ID of
the Employee matching the search criteria is displayed. Select the Select button.
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3. A message is displayed, and the Employee is now assigned to the Timekeeper.

~ WEBTA'  cmpioyee

Timekeeper Main Menu >

Select User - Takeover Employee

| |Successfulry took over employee DOE, JOHN | |

Select Employee to Takeover:

Name:
Name

DOE, ALICE - DOEA
DOE, BETTY - DOEB
DOE, CARL - DOEC
DOE, DONALD - DOED
DOE, DONNA - DOED1
DOE, ELIZABETH - DOEE

DOE, FRANK - DOEF
DOE, GARY - DOEG

DOE, GLENDA - DOEG2
DOE, GLORIA - DOEG1
DOE, HENRY - DOEH
DOE, IRA - DOEI
DOE, IRIS - DOEI1

DOE, JOHN - DOEJ1
DOE, KARL - DOEK1
DOE, KATHY - DOEK
DOE, LINDA - DOEL
DOE, MARK - DOEM1
DOE, MARY - DOEM
DOE, NANCY - DOEN
DOE, PATRICIA - DOEP

DOE, THOMAS - DOET
DOE, VERA - DOEV
DOE, ZOE - DOEZ
DOE JR, JOHN - DOEJ2
1-25 of 1480 Records 123458780810 .. view [25]

Figure 119: Employee Takeover Successful Message

4. Select the Cancel button to return to the Timekeeper Main Menu page.

Reassigning Employees to Timekeepers

Timekeepers may reassign Employees from one Timekeeper to another.
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To Reassign Employees:

1. Select the Reassign Employees to Timekeeper link from the Delegates/Reassignment menu
on the Timekeeper Main Menu page. The Reassign Employees to Timekeeper page is

displayed.

- W E BTA" Employee

Inbox [15] | Settings | Help | Log Out

Timekeeper Main Menu >

Reassign Employees to Timekeeper

From: Search for Timekeeper
To: Search for Timekeeper

[ Clear Selections ] [ Cancel ]

Figure 120: Reassign Employees to Timekeeper Page
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2. Select the Search for Timekeeper button adjacent to the From: field. The Select User -
Choose a Timekeeper to reassign employees from page is displayed.

~WEBTA_ enpioye

Timekeeper Main Menu > Reassign Employees to Timekeeper >

Select User - Choose a Timekeeper to reassign employees from
Select Employee to Takeover:

Name:

[ seoen ] cienr

Name

DOE, ALICE - DOEA
DOE, BETTY - DOEB
DOE, CARL - DOEC
DOE, DONALD - DOED
DOE, DONNA - DOEDA
DOE, ELIZABETH - DOEE
DOE, FRANK - DOEF
DOE, GARY - DOEG
DOE, GLENDA - DOEG2
DOE, GLORIA - DOEG1
DOE, HENRY - DOEH
DOE, IRA - DOE

DOE, IRIS - DOEI

DOE, JANE - DOE.J
DOE, JOHN - DOEJ1
DOE, KARL - DOEK1
DOE, KATHY - DOEK
DOE, LINDA - DOEL
DOE, MARK - DOEM1
DOE, MARY - DOEM
DOE, NANCY - DOEN
DOE, PATRICIA - DOEP
DOE, THOMAS - DOET
DOE, ZOE - DOEZ

DOE JR, JOHN - DOEJZ2

1-25 of 155 Records 1234887 View [56]
Cancel

Figure 121: Select User - Choose a Timekeeper to reassign employees from Page

3. Select the Select button adjacent to the Timekeeper from whom Employees will be
reassigned, if listed. The From: field is now populated.
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OR

Enter the name of the Timekeeper from whom Employees will be reassigned and select
the Search button. The From: field is now populated.

1:. ™
) WEBTA Employee Inbox [86] | Settings | Help | Log Out

Timekeeper Main Menu >

Reassign Employees to Timekeeper

From: DOE,JOHN LRI EOTE [T T
To: Search for Timekeeper

[ Clear Selections ] [ Cancel |

Figure 122: Reassign Employees to Timekeeper Page
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4. Select the Search for Timekeeper button adjacent to the To: field. The Select User -
Choose a Timekeeper to receive new Employees page is displayed.

~WEBTA'_ cniore

Timekeeper Main Menu > Reassign Employees to Timekeeper >

Select User - Choose a Timekeeper to receive new employees

Select Employee to Takeover:

Name:

L scoren ] ceor

Name

DCE, ALICE - DOEA
DOE, BETTY - DOEB
DOE, CARL - DOEC
DOE, DONALD - DOED
DOE, DONNA - DOED1
DOE, ELIZABETH - DOEE
DOE, FRANK - DOEF
DOE, GARY - DOEG
DOE, GLENDA - DOEG2
DOE, GLORIA - DOEG1
DOE, HENRY - DOEH
DOE, IRA - DOEI

DOE, IRIS - DOEN
DOE, JANE - DOEJ
DOE, JOHN - DOEJ1
DOE, KARL - DOEK1
DOE, KATHY - DOEK
DOE, LINDA - DOEL
DOE, MARK - DOEM1
DOE, MARY - DOEM
DOE. NANCY - DOEN
DOE, PATRICIA - DOEP
DOE, THOMAS - DOET
DOE, ZOE - DOEZ

DOE JR, JOHN - DOEJ2
1-25 of 155 Records 1234867

Figure 123: Select User - Choose a Timekeeper to receive new employess Page

5. Select the Select button adjacent to the Timekeeper who will receive the new Employees,
if listed. The To: field is now populated.
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OR

Enter the Timekeeper's name in the field, and select the Search button to search for the
Timekeeper. The To: field is now populated.

i WEBTA Employee Inbox [86] | Settings | Help | Log Out

Timekeeper Main Menu >

Reassign Employees to Timekeeper

From: DOE, JOHN G RETEE TG

To: DOE, THOMAS [T R{IIT B G BTy

(Save ] [ Clear Selections | [ Cancel

Figure 124: Reassign Employees to Timekeeper Page - Timekeeper Added

6. Select the Save button. A message is displayed stating that the reassignment was
successful and the number of Employees reassigned.

I:. ™
: WEBTA Employee Inbox [86] | Settings | Help | Log Out

Timekeeper Main Menu >

Reassign Employees to Timekeeper

| | Successfully reassigned 23 employees from DOE, JOHN to DOE, THOMAS ||

I2GT Al a s Yl Search for Timekeeper

To: DDE, THOMAS Search for Timekeeper

(Save | [ Clear Selections ] [ Cancel |

Figure 125: Reassign Employees to Timekeeper Page - Successful

7. Select the Cancel button to return to the Timekeeper Main Menu page.

Reassigning Employees to Supervisors

Timekeepers may reassign Employees from one Supervisor to another.

Note: Select the Set Supervisor Override Flag to reassign Employees to a user that has had the
Override EmpowHR Supervisor Assignment flag set in their Employee Profile. For more
information, see Overriding the EmpowHR Supervisor Assignment (on page 53).
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To Reassign Employees:

1. Select the Reassign Employees to Supervisor link from the Delegates/Reassignment menu
on the Timekeeper Main Menu page. The Reassign Employees to Supervisor page is
displayed.

! WEBTA Employee Inbox [28] | Settings | Help | Log Out

Timekeeper Main Menu >

Reassign Employees to Supervisor

From: Search for Supervisor
To: Search for Supervisor

Set Supervisor Override Flag: []

[ Clear Selections ] [Cancel ]

Figure 126: Reassign Employees to Supervisor Page
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2. Select the Search for Supervisor button adjacent to the From: field. The Select User -
Choose a Supervisor to reassign employees from page is displayed.

“WEBTA"

Epiye

Inbox [28] | Settings | Help | Log Out

Timekeeper Main Menu > Reassign Employees to Supervisor >

Select User - Choose a Supervisor to reassign employees from

Select Employee to Takeover:

Name:

[5eocc ] ceor

DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,

DOE
DOE
DOE

ALICE - DOEA
BETTY - DOEB
CARL - DOEC
DONALD - DOED
DONNA - DOED1
ELIZABETH - DOEE
FRANK - DOEF
GARY - DOEG
GLENDA - DOEG2
GLORIA - DOEG1
HENRY - DOEH
IRA - DOEI

IRIS - DOEN
JANE - DOEJ
JOHN - DOEN
KARL - DOEK1
KATHY - DOEK
LINDA - DOEL
MARK - DOEM1
MARY - DOEM
NANCY - DOEN
PATRICIA - DOEP
, THOMAS - DOET
, ZOE - DOEZ

JR. JOHN - DOEJ2

1-25 of 244 Records

Figure 127: Reassign Employees to Supervisor Page

Name

12345678910

\hew@

3. Select the Select button adjacent to the Supervisor from whom Employees will be

reassigned, if listed. The From: field is now populated.

168



L7
Publication Category: T&A Processing @
<

webTA 4.2 Timekeeper - Master Timekeeper

OR

Enter the name of the Supervisor from whom Employees will be reassigned and select the
Search button. The From: field is now populated.

l:. ™
i WEBTA Employee Inbox [86] | Settings | Help | Log Out

Timekeeper Main Menu >

Reassign Employees to Supervisor

From: DOE, JOHN EEZETGE 1§ AT T
To: Search for Supervisor

Set Supervisor Override Flag: []

[ Clear Selections ] [Cancel ]

Figure 128: Reassign Employee to Supervisor Page - From
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4. Select the Search for Supervisor button adjacent to the To: field. The Select User - Choose
a Supervisor to receive new employees page is displayed.

~WEBTA'_ empioyee

Timekeeper Main Menu > Reassign Employees to Supervisor >

Select User - Choose a Supervisor to receive new employees
Select Employee to Takeover:

[ seoen ] cionr

Name

DOE, ALICE - DOEA
DOE, BETTY - DOEB
DOE, CARL - DOEC
DOE, DONALD - DOED
DOE, DONMA - DOED1
DOE, ELIZABETH - DOEE
DOE, FRANK - DOEF
DOE, GARY - DOEG
DOE, GLENDA - DOEG2
DOE, GLORIA - DOEG1
DOE, HENRY - DOEH
DOE, IRA - DOEI

DOE, IRIS - DOEN

DOE, JANE - DOEJ
DOE, JOHN - DOEJ1
DOE, KARL - DOEK1
DOE, KATHY - DOEK
DOE, LINDA - DOEL
DOE, MARK - DOEM1
DOE, MARY - DOEM
DOE, NANCY - DOEN
DOE, PATRICIA - DOEP
DOE, THOMAS - DOET
DOE, ZOE - DOEZ

DOE JR, JOHN - DOEJ2
1-25 of 244 Records 12345878010

Figure 129: Select User - Choose a Supervisor to receive new employees

5. Select the Select button adjacent to the Supervisor who will receive the new Employees,
if listed. The To: field is now populated.
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OR

Enter the name of the Supervisor to receive the new Employees and select the Search
button. The From: field is now populated.

':.WEBTAH Employee

Timekeeper Main Menu >

Inbox [86] | Settings | Help | Log Out

Reassign Employees to Supervisor

From: DOE, JOHN Search for Supervisor

LCHE IR SNPYS  Search for Supervisor
Set Supervisor Override Flag: [

(Save ] [ Clear Selections | [ Cancel

Figure 130: Reassign Employees to Supervisor Page - To

Select the Save button. A message is displayed stating that the reassignment was
successful and the number of Employees reassigned.

= W E EE!TAN Employee

Timekeeper Main Menu >

Inbox [86] | Settings | Help | Log Out

Reassign Employees to Supervisor

ceaeefully r ecianad 9 emolay e fram DNE M- ta DNE F

From: DOE, JOHN REEEERGIEIN UL
To: DOE, JANE RELEUEIRHIEIN TG g
Set Supervisor Override Flag: []

[ Save ] [ Clear Selections ] [ Cancel ]

Figure 131: Reassign Employees to Supervisor Page - Successful

7. Select the Cancel button to return to the Timekeeper Main Menu page.
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Schedules

Timekeepers have the ability to add and maintain schedules for their assigned and delegated
Employees. Depending on your Agency's implementation of webTA, two types of schedules
may be available, default schedules and advanced schedules.

Note: From the Schedule section on the Timekeeper Main Menu page, select the Employee Schedules
List View or Employee Schedules Grid View link to view Employee schedules in the selected format.

This section includes the following topics:

Default SCREAUIES.........ooo e 173
AAVANCEA SCREAUIES..... ..ottt e e 177

Default Schedules

Default schedules may be used for Employees who use the same hours and accounting each pay
period. Default schedules do not include features available in advanced schedules, such as
regular days off, temporary schedules, additional pay period options, and a Supervisor approval
process. The default schedule is displayed on the Schedule tab of the Employee's timesheet. If
Pay from Schedule is selected in the Retain Data Type field on the Timesheet Detail page, the
TCs and accounting codes are displayed on the timesheet. Timekeepers add and maintain default
schedules for their Employees.

To Create a Default Schedule for an Employee:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.
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Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is

“WEBTA™  espiores [ imckeopor | Inbox [71] | Settings | Help | Log Out
Timabaapes Mt Mg »
Select Timesheets
Fay Feriod: Timestsen Status- Userils  LastMame:  First Mame:  Middle Name: O : Timahoeper Supsrvisor: S5K: Delogates For: PO -]
- ] [Saved + Emp Valdatent v NOKE ]
Tierseshat Type:
- ~]
# Pay Pk Timasheet Slatun e 10 Lt Mama st Hame MickSq Mame Orgeization Tierakgepee Supanina Aganey ]
£ 2006 Saved £ DOE JR 0k DA, OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JANE OCFO ST
24- 2015 Saved DOE ooE JAHE DM, DFC OF THE CHIEF FIN OFFC DOE, THOMAS. DOE, JANE oCFo =347
£ - 2016 Saved 0OEs Lo JOH Db, OFC OF THE CHIEF FIN OFFC DOE. THOMAS. DO s ocro snr
- 206 SGarend JET DOE THOMAS D, OF C OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO 57
PRS-, v [H]

Premiuen Pay Send Mea3ages

Speed Mossags

Detault Schadule

Dvlack Schodule

Cancel

Figure 132: Select Timesheets Page
Select the applicable Employee.
Select the Default Schedule link from the Default Schedule action menu in the Select

Action section. The Default Schedule page for the selected Employee is displayed.

“WEBTA™ _ enployes

Timekeeper Main Menu > Select Timesheets =

Inbox [0] | Settings | Help | Log Out

Default Schedule

Employee: DOE, JOHN
Work Time

Sun | Mon | Tue Wed @ Thu Fri Sat Wk1 Sun  Mon Tue ‘Wed Thu Fri Sat  Wk2 Total

Time In
Time Qut

Meal Time

Transaction Account
Work Time Total

Leave Time

Absence Start
B Absence End

Transaction Account
Leave Time Total
Daily Total

Action Remarks:

Characters Remaining: 255

[ save | [ Remove All Entries | [ Cancel |

Figure 133: Default Schedule Page
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4. Complete the Default Schedule page by adding time and transaction information as you
would on a Timesheet page.

Note: For detailed instructions on completing the fields, see Adding Work Time (on page 101).

5. Select the Save button.

6. Select the Cancel button to return to the previous page.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Advanced Schedules

Advanced schedules allow Employees to utilize additional features, such as scheduling regular
days off and setting temporary schedules. Timekeepers are allowed to maintain and submit
advanced schedules for their Employees. Advanced schedules must be approved or denied by a
Supervisor.

Advanced schedules may be set as permanent or temporary. A permanent schedule is an
Employee's regular day-to-day schedule. A temporary schedule could be set for an Employee for
a specific length of time with a beginning and ending date. With either schedule, the total hours
must match the duty hours in the Employee's timesheet profile. webTA applies the permanent
schedule every pay period unless a temporary schedule has been submitted and approved. When
the approved temporary schedule ends, webTA automatically reverts back to the permanent
schedule.

The End Date for a Permanent Advanced Schedule defaults to Forever once the shifts are
added. As a result of this, it is advised to always enter an end date. This will allow for future
changes to a Permanent Advanced Schedule.

This section includes the following topics:

Adding Permanent SChedUIES ............cooiiiiiiiiiii e 177
Adding Temporary SCheAUIES ..........cooi i 182

Adding Permanent Schedules

A permanent schedule is an Employee's regular day - to - day schedule. The total hours must
match the duty hours in the Employee's timesheet profile. webTA applies the permanent
schedule every pay period unless a temporary schedule has been submitted and approved.

Note: The End Date for a Permanent Advanced Schedule defaults to Forever once shifts are added. As

a result of this, it is advised to always enter an end date. This will allow for future changes to a Permanent
Advanced Schedule.

To Add a Permanent Advanced Schedule:

1. Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.
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Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is
displayed.

PWEBTA' e Tz ATTETIEITTN
Salect Timesheets
Pay Period: Tamesboren Suatus- _ User i LastMame:  First Name:  Middle Name: Oy ; Timahoepes Supervisor: 5N Dwlogates For: POL a
A (] [Saved + Emp Vabdated I NOKE ] Find POI
T ahost Type:
L vl
# Pay Pericd Timesheet Statun Uner 1D Lt Name FuatName Mg Mame Crganization Tirakeoper Superinar Agancy POL
Saved DOEL DOE JR JOHN DA, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE. AANE OCFO sanr
Sarved DOEH DOE JANE DA, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JNE OCFO T
Sarved oot ooe J Db, OFC OF THE CHIEF FIN OFFC DOE. THOMAS. DO s ocro sr
SGarend : DOE THOMAS D, OF C OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE OCFO 537
s [H] 5

Cancl |

Figure 134: Select Timesheets Page
Select the applicable Employee.

Select the Work Schedules link from the Profiles and Settings action menu in the Select
Action section. The Schedule Assignment page for the selected Employee is displayed.

“WEBTA" _enpiye

Timekeeper Main Menu > Select Timesheets >

Schedule Assignment - DOE, JOHN

Permanent Schedule

Schedule Start Date End Date  Approval Status
No permanent schedules have been created

Add Permanent Schedule

Temporary Schedule

Schedule Start Date End Date  Approval Status
No temporary schedules have been created

Add Temporary Schedule

Figure 135: Schedule Assignment Page

Select the Add Permanent Schedule button. The (Add) Schedule page is displayed.

Note: To select a pre-defined schedule template, select the Insert Schedule Template button for a
list of available schedule templates. Select the applicable schedule template and select the OK
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button. If a pre-defined schedule template is selected, the fields are populated with the selected
template's pre-defined criteria. Proceed to step 9.

_WEBTA_ emiore

Timekeeper Main Menu > Select Timesheets > Schedule Assignment >

Submitted Approved Denied

(Add) Schedule - DOE, JOHN

Items marked with an aslerisk* are required Schedule Type: None
* Name: Insert Schedule Template Schedule Status: Unsaved
Description:
* Weeks: 2 v
* Start Date: |Oct 28,2018 =
End Date: |Month Day Year =
Day Shift RDO Transaction Code Hours Add Row Delete
Sun + X
Mon + X
Tue + X
Wed + X
Thu + X
Fri + X
Sat + X
Week One TOTAL
Day Shift RDO Transaction Code Hours |Add Row Delete
Sun + X
Man + X
Tue + X
Wed + X
Thu + X
Fri * X
Sat * X
Week Two TOTAL
Approver
Comments: &

Action Resulting State Action Date Name Remarks

Figure 136: (Add) Schedule Page

5. Complete the following fields:
Name (see "Name Field Instruction (Required)" on page 322)
Description (see "Description Field Instruction - Schedule" on page 315)
Weeks (see "Weeks Field Instruction (Required)" on page 335)

Start Date (see "Start Date Field Instruction - Requests (Required)" on page 327)
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End Date (see "End Date Field Instruction - Schedule Assignment" on page 317)

6. Select the applicable day(s) for the schedule being added. The Insert Shift, Insert Manual
Shift, and Delete Shift buttons are activated.

7. Select the Insert Shift link. The Select Shift page is displayed.

Note: If the applicable shift is not displayed, select the Cancel button to return to the (Add)
Schedule page. On the (Add) Schedule page, select the Insert Manual Shift button, complete the
fields, and select the Save button.

_WEBTA'_ enpore

Timekeeper Main Menu > Select Timesheets > Schedule Assignment > Schedule >

Select Shift
Name: Description:
| i [ scarch | Cloor

Name Description Shift Type Start Stop Transaction Code Meal

5x8 Fixed 0600 Start Regular 6:00am  2:30pm 01 - Regular Base Pay 30
5x8 Fixed 0630 Start Regular 6:30am  3:00pm 01 - Regular Base Pay 30
5x8 Fixed 0730 Start Regular 7:30am  4:00pm 01 - Regular Base Pay 30
5x8 Fixed 0700 Start Regular 7:00am  3:30pm 01 - Regular Base Pay 30
5x8 Fixed 0800 Start Regular 8:00am  4:30pm | 01 - Regular Base Pay 30
5x8 Fixed 0830 Start Regular 8:30am  5:00pm  01-Regular Base Pay 30
5x8 Fixed 0900 Start Regular 9:00am  5:30pm | 01 - Regular Base Pay 30
5x8 Fixed 0930 Start Regular 9:30am  6:00pm 01 - Regular Base Pay 30
5x8 Fixed 1000 Start Regular 10:00am 6:30pm | 01 - Regular Base Pay 30
KC Maxiflex Flex3Band | 9:30am  6:00pm | 01-Regular Base Pay 30
5-4-9 7:30 start Regular 7:30am  5:00pm | 01-Regular Base Pay 30
4-10 6 am Regular 6:00am  4:30pm 01 - Regular Base Pay 30
5-4-9 7:00 start Regular 7:00am  4:30pm | 01 - Regular Base Pay 30
5-4-9 8:00 start Regular 8:00am  5:30pm  01-Regular Base Pay 30
4-10 6:30 start Regular 6:30am  5:00pm | 01 - Regular Base Pay 30
4-10 7:30 Regular 7:30am  6:00pm | 01 - Regular Base Pay 30
4-10 7:00 start Regular 7:00am  5:30pm  01-Regular Base Pay 30
5-4-9 6:00 start Regular 6:00am  3:30pm 01 - Regular Base Pay 30
5-4-5 6:30 start Regular 6:30am  4:00pm 01 - Regular Base Pay 30
5-4-9 8:30 start Regular 8:30am  6:00pm  01-Regular Base Pay 30
5-4-9 CWS 6:30 Start Regular 6:30am  4:00pm | 01 - Regular Base Pay 30
Short Day & Regular 6:30am  3:00pm | 01 - Regular Base Pay | 30
Short Day Il (8 hrs) Regular 8:00am  4:30pm 01 - Regular Base Pay 30
5-4-9 CWS 8:00 Start Regular 8:00am  5:30am  01-Regular Base Pay 30
Short Day Il (& Hrs Regular 7:00am  3:30pm 01 - Regular Base Pay 30
1-25 of 81 Records 123 view [28] [50] [100]

Figure 137: Select Shift Page

8. Select the applicable shift to insert. The shift displays on the days selected.
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Note: Select the + (plus sign) in the Add Row column to insert another row for the same day, if
applicable. A second row is displayed. Repeat to add additional shifts.

_WEBTA'_ cnpioes

Timekeeper Main Menu > Select Timesheets > Schedule Assignment >

Submitted Approved Denied
I S e

(Add) Schedule - DOE, JOHN

Items marked with an asterisk= are required Schedule Type: Permanent
* Name: |Regular Schedule Schedule Status: Unsaved
Description: |Five 8s
* Weeks: 2 v

—

* Start Date: |Oct 28, 2018
End Date: |Oct 26, 2019

Day Shift RDO Transaction Code Hours Add Row Delete
Sun + X
Mon 7:30am-4:00pm Regular Base Pay & E @
Tue 7:30am-4:00pm Regular Base Pay 8 E]
Wed | 7:30am-4:00pm Regular Base Pay & [X]
Thu  7:30am-4:00pm Regular Base Pay 8 [X]
Fri 7:30am-4:00pm Regular Base Pay 8 [+] [X]
Sat + X

Week One TOTAL 40:00

Day Shift RDO Transaction Code  Hours Add Row Delete
Sun + X
Mon | 7:30am-4:00pm Regular Base Pay 8 X]
Tue  7:30am-4:00pm Regular Base Pay 8 [X]
Wed | 7:30am-4:00pm Regular Base Pay & [+] [x]
Thu  7:30am-4:00pm Regular Base Pay 8 [X]
Fri 7-:30am-4:00pm Regular Base Pay 8 [+] | X
Sat + X

Week Two TOTAL 40:00
Approver
Comments: £

Action Resulting State Action Date Name Remarks

Figure 138: (Add) Schedule Page with Shifts Inserted

9. Select the Submit button to submit the schedule to the Supervisor for approval. The
(Modity) Schedule page is displayed with the message, Successfully submitted the work
schedule, the Schedule Status displayed as Submitted, and the Activity Log reflecting
the action taken.

Note: You may only delete a schedule before it is approved.

10. Select the Cancel button to return to the Schedule Assignment page.
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OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Adding Temporary Schedules

Temporary schedules can be used for an Employee for a specific length of time with a beginning
and ending date. The total hours must match the duty hours in the Employee's timesheet profile.
When the approved temporary schedule ends, webTA automatically reverts back to the
permanent schedule.

To Add a Temporary Advanced Schedule:

1.

2.

Select the Select Timesheets link from the Employees menu on the Timekeeper Main
Menu page. The Select Timesheets page is displayed.

Note: If performing this function as a Delegate, select the applicable Timekeeper from the
Delegates For drop-down list. The Select Timesheets page for the selected Timekeeper is
displayed.

CWEBTA” covere (I ATTIEIETE
erkrogen Main Me
Salect Timesheets

Pay Pariod: Tamesbwren Status. User Ik LastMame:  First Name:  Middie Name: O, ;T imahaeper Supervisor: 55K Delogates For: POI: =

) [w] [Saved + Emp Vabdated ~] NOHE ]

T ahast Typen:

] ~]

sowch | o

+ Pay Peciod Timashast Slatun User 10 [P Fusl Hame. Mkl Marma eganizaton Tierekeager Superinot Agency ol
24 - 2016 SGarved DOEL DOE R SO DA, OFC OF THE CHIEF FIN OFFC DOE. THOMAS DOE. JANE OCFO s3r
Saved DoEN e JANE DM, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE, JANE oCFo san7
Saved DOk [ Jo OM, OFC OF THE CHIEF FIN OFFC DOL, THOMAS [T oCFo sar
242016 Saved DOET 00E THOMAS DA, OFC OF THE CHIEF FIN OFFC DOE, THOMAS DOE. 1ANE 0CFO a7
e ou (] 5

Select Action

Tancel |

Figure 139: Select Timesheets Page

Select the applicable Employee.
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3. Select the Work Schedules link from the Profiles and Settings action menu in the Select
Action section. The Schedule Assignment page for the selected Employee is displayed.

~WEBTA" _ enviye

Timekeeper Main Menu > Select Timesheets >

Schedule Assignment - DOE, JOHN

Permanent Schedule

Schedule Start Date End Date  Approval Status

No permanent schedules have been created

Add Permanent Schedule

Temporary Schedule

Schedule Start Date End Date  Approval Status
No temporary schedules have been created

Figure 140: Schedule Assignment Page

4. Select the Add Temporary Schedule button. The (Add) Temporary Schedule page is
displayed.
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Note: To select a pre-defined schedule template, select the Insert Schedule Template button for a
list of available schedule templates. Select the applicable schedule template and select the OK
button. If a pre-defined schedule template is selected, the fields are populated with the selected
template's pre-defined criteria. Proceed to step 9.

“WEBTA" _ enpioye

Timekeeper Main Menu > Select Timesheets > Schedule Assignment >

Submitted roved Denied
(Add) Temporary Schedule - DOE, JOHN Subgited Apprgred Deped

ftems marked with an asterisk* are required Schedule Type: Mone

* Name: Schedule Status: Unsaved
Description:

* Weeks: 2 v

* Start Date: | Oct 28, 2018 "

* End Date: |Nov 10, 2018 =
Day Shift RDO Transaction Code| Hours Add Row Delete
Sun * X
Mon + X
Tue + X
Wed + X
Thu + X
Fri + X
Sat " X

Week One TOTAL

Day Shift RDO Transaction Code Hours Add Row Delete
Sun + X
Mon + X
Tue + X
Wed * X
Thu + X
Fri + X
Sat v X

Week Two TOTAL

Approver
Comments: Z

Action Resulting State Action Date Name Remarks

Figure 141: (Add) Temporary Schedule Page

Complete the following fields:

Name (see "Name Field Instruction (Required)" on page 322)
Description (see "Description Field Instruction - Schedule" on page 315)

Weeks (see "Weeks Field Instruction (Required)" on page 335)
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Start Date (see "Start Date Field Instruction - Requests (Required)" on page 327)
End Date (see "End Date Field Instruction - Schedule Assignment" on page 317)

6. Select the applicable day(s) for the schedule being added. The Insert Shift, Insert Manual
Shift, and Delete Shift buttons are activated.

7. Select the Insert Shift link. The Select Shift page is displayed.

Note: If the applicable shift is not displayed, select the Cancel button to return to the (Add)
Schedule page. On the (Add) Schedule page, select the Insert Manual Shift button, complete the
fields, and select the Save button.

_WEBTA'_ enpore

Timekeeper Main Menu > Select Timesheets > Schedule Assignment > Schedule >

Select Shift
Name: Description:
| i [ scorch | Clear

Name Description Shift Type Start Stop Transaction Code Meal

5x8 Fixed 0600 Start Regular 6:00am  2:30pm | 01 - Regular Base Pay 30
5x8 Fixed 0630 Start Regular 6:30am  3:00pm  01-Regular Base Pay 30
5x8 Fixed 0730 Start Regular 7:30am  4:00pm 01 - Regular Base Pay 30
5x8 Fixed 0700 Start Regular 7:00am  3:30pm | 01 - Regular Base Pay | 30
5x8 Fixed 0800 Start Regular 8:00am  4:30pm  01-Regular Base Pay 30
5x8 Fixed 0830 Start Regular 8:30am  5:00pm 01 - Regular Base Pay 30
5x8 Fixed 0900 Start Regular 9:00am  5:30pm 01 - Regular Base Pay 30
5x8 Fixed 0930 Start Regular 9:30am  6:00pm | 01 - Regular Base Pay 30
5x8 Fixed 1000 Start Regular 10:00am &:30pm 01 - Regular Base Pay 30
KC Maxiflex Flex3Band  9:30am  6:00pm | 01-Regular Base Pay 30
5-4-9 7:30 start Regular 7:30am  5:00pm 01 - Regular Base Pay 30
4-10 6 am Regular 6:00am  4:30pm 01 - Regular Base Pay 30
5-4-9 7:00 start Regular 7:00am  4:30pm 01 - Regular Base Pay 30
5-4-9 8:00 start Regular 8:00am  5:30pm | 01-Regular Base Pay 30
4-10 6:30 start Regular 6:30am  5:00pm  01- Regular Base Pay 30
4-10 7:30 Regular 7:30am  6:00pm  01-Regular Base Pay 30
4-10 7:00 start Regular 7:00am  5:30pm | 01-Regular Base Pay 30
5-4-9 6:00 start Regular 6:00am  3:30pm | 01 - Regular Base Pay 30
5-4-9 6:30 start Regular 6:30am  4:00pm 01 - Regular Base Pay 30
5-4-9 8:30 start Regular 8:30am  6:00pm 01 - Regular Base Pay 30
5-4-9 CWS 6:30 Start Regular 6:30am  4:00pm | 01 - Regular Base Pay 30
Short Day & Regular 6:30am  3:00pm 01 - Regular Base Pay 30
Short Day Il (& hrs) Regular 8:00am  4:30pm 01 - Regular Base Pay 30
5-4-9 CWS 8:00 Start Regular 8:00am  5:30am | 01 - Regular Base Pay 30
Short Day Il (8 Hrs Regular 7:00am  3:30pm  01-Regular Base Pay 30
1:25 of 81 Recoras 123 view [28] [50] [109]

Figure 142: Select Shift Page

8. Select the applicable shift to insert. The shift displays on the days selected.
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Note: Select the + (plus sign) in the Add Row column to insert another row for the same day, if
applicable. A second row is displayed. Repeat to add additional shifts.

-
_WEBTA'_ cmpiope

Timekeeper Main Menu = Select Timesheaets = Schedule Assignment =

Submitted Approved Denied

(Add) Temporary Schedule - DOE, JOHN

Items marked with an asterisk* are required. Schedule Type: Temporary
* Name: |Regular Schedule Insert Schedule Template e
Description:
* Weeks: |2 v
* Start Date: |Oct 28, 2018 =
* End Date: |Dec 29, 20138 =
Day Shift RDO Transaction Code  Hours  Add Row Delete
Sun + X
Mon 7-30am-4:00pm Regular Base Pay 8
Tue 7:30am-4:00pm Regular Base Pay 8
Wed 7:30am-4:00pm Regular Base Pay 8
Thu | 7:30am-4:00pm Regular Base Pay 3
Fri 7:30am-4:00pm Regular Base Pay 8
Sat + X
Week One TOTAL 40:00
Day Shift RDO Transaction Code  Hours  Add Row Delete
Sun + X
Mon 7-30am-4:00pm Regular Base Pay 8
Tue 7:30am-4:00pm Regular Base Pay 8
Wed 7:30am-4:00pm Regular Base Pay 8
Thu | 7:30am-4:00pm Regular Base Pay 8
Fri 7:30am-4:00pm Regular Base Pay 8
Sat + X
Week Two TOTAL 40:00
Approver
Comments: v

Activity Log

Action Resulting State Action Date Name Remarks

Figure 143: (Add) Temporary Schedule Page with Shifts Insterted

9. Select the Submit button to submit the schedule to the Supervisor for approval. The
(Modity) Schedule page is displayed with the message, Successfully submitted the work
schedule, the Schedule Status displayed as Submitted, and the Activity Log reflecting
the action taken.

Note: You may only delete a schedule before it is approved.

10. Select the Cancel button to return to the Schedule Assignment page.
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OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Master Timekeeper

The Master Timekeeper may perform the same functions as the Timekeeper with these important
differences unless the Editable selection is removed from the Role Assignments page:

Note: When the Master Timekeeper role is selected, the Edi table selection is checked by default. If
removed, the Master Timekeeper will have read - only access to all Employees within their organization

e Master Timekeepers have access to all Employees within their organization.
e Master Timekeeper roles cannot be delegated.

e Master Timekeepers may override timesheet validation errors.

e Master Timekeepers may view their assigned Agencies and POls.

e Master Timekeepers assign shifts and schedule templates to their assigned Agencies and
POls.

- =
) WE BTA Employee Inbox [12] | Settings | Help | Log Out

Master Timekeeper Main Menu

Employees Schedule
Select Timesheets Employee Schedules List View
Employee Leave Requests Schedule Templates
Employee Premium Pay Requests Shifts
Employee Dollar Transaction Requests Assign Shifts
Assign Schedule Templates
Reports
Reports Delegates/Reassignment
My Saved and Scheduled Reports Manage Timekeeper Delegates

Manage Supervisor Delegates
Continuation of Pay (COP})

COP Events

Reassign Employees to Timekeeper
Reassign Employees to Supervisor

Timekeeper Profile

POlAgency Assignment
My Assigned POls and Agencies

Figure 144: Master Timekeeper Main Menu Page

This section includes the following topics:

Employee Profile SEttNGS ....ccoooviiiiiiiieiiie e 191
ShiIft ASSIGNIMENTS ... ..t e e e e e e b e e e e e e nebeeeas 199
Schedule Templates ASSIGNMENTES ........uuiiiiiiiiiii e 203
POI/AGENCY ASSIGNIMENT.....oeiiiiiiiiiiiie ettt 209
Validation Error OVEITIAES ........ociviiiiiiiiiee ettt 211
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Employee Profile Settings

An Employee's Profile Settings are displayed on the Employee Profile page. In addition to
having the authority to edit the same fields as the Timekeeper, Master Timekeepers are allowed

to change an Employee's Supervisor and edit their licenses.

This section includes the following topics:

Changing an EMPIOYeEe'S SUPEIVISON .........uiiiiiiiiiiiie ittt 191
Editing an EMPIOYEE'S LICENSES ......uvviiiiiiiiiiiieii ettt 195

Changing an Employee's Supervisor

Master Timekeepers are allowed to change an Employee's Supervisor. However, this function
should only be performed if the field cannot be updated via the nightly EmpowHR feed.

To Change an Employee's Supervisor:

1. Select the Select Timesheets link from the Employees menu on the Master Timekeeper
Main Menu page. The Select Timesheets page is displayed.

"WEBTA™  employee gz Inbox [8] | Seitings | Help | Log Out
Master Timokooper Main Monu >
Select Timesheets
Pay Period: Timesheot Status: User ID: Last Mame:  First Name:  Middle Mame: O Ti n
Al (] [Saved + Emp Validated ~] Find Org
SSN: Active: PO Timesheet Type:
FENC o [ vl
[ iour |
# Pay Period Timesheet Status User I Last Name ¢ First Name ¢ Middie Name Organization Timekeeper Supervisor Agency POI
17 - 2017 Saved DOE ALICE SMITH SECTION NO, 3 - UNIT NO. 1 DOE, THOMAS  DOE, JANE OCFO 37
17 -20 Validated by Employee [ D0E JANE DM, OFC OF THE CHIEF FIN OFFC DOE, TONY DOE, JANE OCFO 37
17 - 2017 Saved ' DOE JoHN HUMAN RESOURCES APP SECTION 2 DOE, THOMAS  DOE. LARRY OCFO m7
17 - 2007 Saved DOE THOMAS w DM, OFC OF THE CHIEF FIN OFFC DOE. MARY DOE, JANE OCFO 37
- 1 v [ 2

Prémium Pay Send Messages Other Actions Default Schedule

Sered Massage Empioyes A Dafault Schoduly

Figure 145: Select Timesheets Page

2. Select the applicable Employee.
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3. Select the Employee Profile link from the Profile and Settings action menu in the Select

Action section. The Employee Profile page for the selected Employee is displayed.

“WEBTA" T

Inbox [0] | Settings | Help | Log Out

Master Timekeeper Main Menu > Select Tmesheets >

Employee Profile » DOE, JOHN

Settings » Mems marked with an asterisk* are required
Licenses No Time Tracking:
Calendars UserID: DOEJ
sessssnas First Name: JOHN
Manage Roles Middle Name:

meashe: 3
Timeshent rfle —
FMLAFMLA Military Employes ID):

Disabled Veteran Leave
Telework

E Auth Internal ID:
Active:

Essential:

* Supervisor:

* Timekeeper:

* Organization:
E-Mail Address:
Timezone:

Start Page:
POI:
Override EmpowHR Supervisor Assignment:

Figure 146: Employee Profile Page

DOE. JANE - DOEJ1
DOE, THOMAS - DOET
QCFQ 00 00 0000 00 00 00 00
john.doe@usda gov

Highest Rola Menu v
5317

Cancel

Search for Supervisor
Search for Timekeeper
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4. Select the Search for Supervisor button. The Select User - Supervisor page is displayed
listing available Supervisors.

“WEBTA"

Employee [ CEIEI I g Inbox [0] | Settings | Help | Log Out

Master Timekeeper Main Menu > Select Timesheets > Sefttings >

Select User - Supervisor for DOEJ

Name:

[sencn ] cier

DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DCE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOE,
DOCE,
DOCE,
DOE,

Name

ALICE - DOEA
BETTY - DOEB
CARL - DOEC
DONALD - DOED
DONNA - DOED1

ELIZABETH - DOEE

FRANK - DOEF
GARY - DOEG
GLENDA - DOEG1
GLORIA - DOEG2
HENRY - DOEH
IRA - DOEI

IRIS - DOEN
JANE - DOEJ
JOHN - DOEN
KARL - DOEK1
KATHY - DOEK
LINDA - DOEL
MARK - DOEM1
MARY - DOEM
NANCY - DOEN
PATRICIA, DOEP
THOMAS - DOET
Z0E, DOEZ

DOE JR, JOHN - DOEJ2

1-2% of 139 Records

Figure 147: Select User - Supervisor Page

5. Select the Select button adjacent to the applicable Supervisor, if listed. The selected
Supervisor populates to the Supervisor field on the Employee Profile page.

OR

Enter the Supervisor's name and select the Search button. Select the Select button adjacent
to the Supervisor's name. The selected Supervisor populates to the Supervisor field on the
Employee Profile page.

6. Select the Save button. The message, Employee Profile successfully saved, is displayed.

7. Select the Cancel button to return to the previous page.
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OR

Select the Master Timekeeper tab to return to the Master Timekeeper Main Menu page.
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Editing an Employee's Licenses

The Licenses page determines which webTA licenses the Employee may use. Master
Timekeepers are allowed to edit these licenses.

To Edit an Employee's webTA Licenses:

1.

Main Menu page. The Select Timesheets page is displayed.

_WEBTA_ emvioree IR

Master Timokooper Main Maenu >

Select Timesheets
Pay Period: Timesheot Status: User ID:
A (] [Saved + Emp Validated =
S5N: Active:  POR Timesheet Type: .

e Rl Find Poi JET) |

[ % PayPeriod ¢ Timesheet Status User ID Last Name  © First Name
0l17-2007 Saved JOEA D0E ALICE
0 17 -2007 Validaled by Emplayee 001 DOE JANE
03|47 - 2047 Saved » DDE JOHN
047 -2007 Saved DOE THOMAS
[IPrrrr—
Select Action

Timesheets
Timeshast Lave B

Figure 148: Select Timesheets Page

2. Select the applicable Employee.

Middle Name

SMITH

W

kave and Presium Pay

Select the Select Timesheets link from the Employees menu on the Master Timekeeper

Inbox [8] | Seitings | Help | Log Out

Fiest Name:  Middle Mame: T a
Find Org
[conr
Crganizaticn Timeksuper Supervisor Agancy | POI

SECTION NO, 3- UNITND, 1 DOE, THOMAS | DOE, JANE ocFo smT
DM, OFC OF THE CHIEF FINOFFC  DOE, TOWY  DOE, JANE ocFo sT
HUMAN RESOURCES APP SECTION 2 DOE, THOMAS  DOE. LARRY OCFO &7
DM, OFC OF THE CHIEF FINGFFG. DOE. MARY  DOE, JANE ocFo sa7
X vies (B 3

Other Actions
Emglcyes Accounts

Send Messages
Send Message

Default Schedule
Dufant

Schadule
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3. Select the Employee Profile link from the action menu in the Profiles and Settings section.
The Employee Profile page for the selected Employee is displayed.

“WEBTA" T

Inbox [0] | Settings | Help | Log Out

Master Timekeeper Main Menu > Select Tmesheets >

Employee Profile » DOE, JOHN

Settings »
Licenses
Calendars

XXXEEREE

Manage Roles
Timesheet Details
Timesheet Profile
FMLAFMLA Milkary
Disabled Veteran Leave
Telework

Hems marked with an asterisk* are required

No Time Tracking:
User ID:
First Name:

Middle Name:
Last Name: DOE

DOEJ
JOHN

Employee 1D:
E Auth Internal ID:

Active:

Essential:
* Supervisor:

* Timekeeper:
* Organization:
E-Mail Address:

Timezone:

Start Page:
POI:
Override EmpowHR Supervisor Assignment:

Figure 149: Employee Profile Page

DOE, JANE - DOEJ
DOE. THOMAS - DOET
OCFQ 00 00 0000 00 00 00 00

john.doei@usda gov

Highest Rola Menu v
5317

Cancel

Search for Supervisor
Search for Timekeeper

Select the Licenses link from the sidebar menu. The Licenses page is displayed.

“WEBTA

Master Timekeeper Main Menu > Select Timesheets »

Licenses » DOE, JOHN

Settings License
Licenses » 2 webTA
Calendars .
« webTA Advanced Scheduling
reserees « webTA Continuation of Pay
Manage Roles + webTA Emergency Contacts Management
Tfmesheet De"‘f'ls « webTA Labor Management
Timeshest Profile « webTA NFC Bi-Directional Interface

FMLA/FMLA Military
Disabled Veteran Leave
Telework

webTA Smart Time
« webTA Telework
webTA Web Services

Figure 150: Licenses Page

Employee Timekeeper QUEEE@IEIEETT, Inbox [0] | Settings | Help | Log Out

5. Select or deselect each applicable license for the Employee's use.

6. Select the Save button. The message, Successfully saved permissions, is displayed.
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7. Select the Cancel button to return to the Select Timesheets page.
OR

Select the Master Timekeeper tab to return to the Master Timekeeper Main Menu page.
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Shift Assignments

A shift is the smallest segment of time that the Timekeeper can select to create a schedule. The
HR Administrator adds and maintains a list of shifts. Timekeepers may view the list of available
shifts on the Shifts page. Master Timekeepers have the responsibility of assigning shifts for use
by their Agencies and POls.

To View a List of Available Shifts:

1.

Select the Shifts link from the Schedule section on the Master Timekeeper Main Menu

page. The Shifts page is displayed.

CWEBTA™  employee

Master Timekeeper Main Menu >

Shifts
Name: Description: Start Time:  Stop Time:  Transaction Code:
Al
» Name Description .?::; ?il::; %‘;‘: Meal J:::l

4-10 6 am Regular G:00am 4:30pm 30 10:00
4-10 6:30 start Regular 6:30am 5.00pm 30 10:00
4-10 700 start Regular 7:00am 5:30pm 30 10:00
4-10 7:30 Regular 7:30am 6:00pm 30 10:00
5-4-9 6:00 stan Regular 6:00am 3:30pm 30 9:00
5-4-9 6:30 start Regular 6:30am 4:00pm 30 9:00
5-4-9 7:00 start Regular 7:00am 4:30pm 30 9:00
5-4-9 7:30 stant Regular 7:30am 5:00pm 30 9:00
5-4-9 8:00 start Regular 8:00am 5:30pm 30 9:00
5-4-9 8:30 start Regular 8:30am 6:00pm 30 9:00
21:;3 CWS 630 Regular 6:30am 4:00pm 30 9:00
g‘:ﬂg Cws o0 Regular T:00am 4:30pm 30 9:00
Sascus e Regular 8:00am 5:30am 30 21:00
5-4-9 Fixed 8:00 Regular &:00am 5:30pm 30 900
5x8 Fixed 0600 Start Regular 6:00am 2:30pm 30 8:00
5x8 Fixed 0630 Stant Regular 6:30am 3:00pm 30 8:00
5xb Fixed 0700 Start Regular T:00am 3:30pm 30 8:00
5x8 Fixed 0730 Stan Regular T:30am 4:00pm 30 8:00
5x8 Fixed 0800 Start Regular 8:00am 4:30pm 30 8:00
5xb Fixed 0830 Start Regular &:30am 5:00pm 30 &:00
5x8 Fixed 0900 Start Regular 9:00am 5:30pm 30 8:00
5x%8 Fixed 0930 Start Regular 9:30am 6:00pm 30 8:00
5xB Fixed 1000 Stant Regular 10:00am 6:30pm 30 &:00
§am 4-10 Regular 6:00am 4:30pm 30 10:00
6:30 am 4-10 Reqular 6:30am 5:00pm 30 10:00
1-26 of 52 Records 123

Figure 151: Shifts Page
The following fields are displayed:
Name (see "Name Field Description" on page 322)

Shift (see "Shift Field Instruction" on page 326)

Status

Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

Active
Active
Active

Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

RDO

RDO
RDO
RDO
RDO
RDO
RDO
RDO
RDO
RDO
RDO

Inbox [12] | Settings | Help | Log Out

[ seorch | cleo |

Transaction
Code

Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay

Regular Base Pay
Regular Base Pay

Regular Base Pay

Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay
Regular Base Pay
view (5] (] [120)
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Shift Type (see "Shift Type Field Description" on page 326)

Start Time (see "Start Time Field Description" on page 328)

Stop Time (see "Stop Time Field Description" on page 329)

Meal (see "Meal Field Description" on page 322)

Total Hours (see "Total Hours Field Description - Shifts" on page 332)

Status (see "Status Field Description - Shifts" on page 329)

RDO (see "RDO Field Description" on page 325)

Transaction Code (see "Transaction Code Field Description" on page 332)
2. Select the Cancel button to return to the Master Timekeeper Main Menu page.

OR

Select the Master Timekeeper tab to return to the Master Timekeeper Main Menu page.
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To Assign a Shift to an Agency or POI:

1. Select the Assign Shifts link from the Schedule section on the Master Timekeeper Main
Menu page. The Assign Shift page is displayed.

L] : - ™
’ WEBTA Employee QL EEIE@ET T T Inbox [17] | Settings | Help | Log Out

Master Timekeeper Main Menu >

Assign Shift
Name: Description:
| I [ Search | Clea
v Name Description Status

4-10 6 am Active [ Assign Agencies ] [ Assign POls ]
4-10 6:30 start Active [ Assign Agencies | [ Assign POIs |
4-10 7:00 start Active [ Assign Agencies | [ Assign POIs |
4107:30 Active [ Assign Agencies | [ Assign POIs |
5-4-9 6:00 start Active [ Assign Agencies ] [ Assign POls ]
5-4-9 6:30 start Active [ Assign Agencies | [ Assign POIs |
5-4-9 700 start Active [ Assign Agencies | [ Assign POIs |
5-4-9 7:30 start Active ( Assign Agencies | [ Assign POIs |
5-4-9 8:00 start Active [ Assign Agencies | [ Assign POls |
5-4-9 8:30 start Active [ Assign Agencies | [ Assign POIs |
5-4-9 CWS 6:30 Start Active [ Assign Agencies | [ Assign POIs |
5-4-9 CWS 7-00 Start Active ((Assign Agencies | [ Assign POIs |
5-4-9 CWS 8:00 Start Active [ Assign Agencies ] [ Assign POls ]
5-4-9 Fixed 8:00 Active [ Assign Agencies ] [ Assign POls ]
5x8 Fixed 0600 Start Active [ Assign Agencies | [ Assign POIs |
5x& Fixed 0630 Start Active [ Assign Agencies | [ Assign POIs |
5x& Fixed 0700 Start Active [ Assign Agencies ] [Assign POIls ]
5x8 Fixed 0730 Start Active [ Assign Agencies | [ Assign POIs |
5x8 Fixed 0800 Start Active [ Assign Agencies ] [ Assign POIs ]
5x8 Fixed 0830 Start Active [ Assign Agencies ] [ Assign POls ]
5x8 Fixed 0900 Start Active [ Assign Agencies | [ Assign POIs |
5x8 Fixed 0930 Start Active [ Assign Agencies | [ Assign POIs |
5x8 Fixed 1000 Start Active [ Assign Agencies ] [Assign POls ]
6 am 4-10 Active [ Assign Agencies ] [ Assign POIs |
6:30 am 4-10 Active [ Assign Agencies | [ Assign POIs |
1-25 of 52 Records 123 View [25]

Cancel

Figure 152: Assign Shift Page
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2. Select the applicable Assign Agencies or Assign POIs button adjacent to the applicable
shift. The applicable Organizations or POIs Assigned To Shift page is displayed listing
the Organizations or POIs assigned to the selected shift.

i WEBTA Employee QLERIET@NEIEDT Inbox [17] | Settings | Help | Log Out

Master Timekeeper Main Menu > Assign Shift >

POls Assigned To Shift - 4-10 6 am

Name:
| [ soorcn | ciar
Name Delete
XXX
LEE Y
1-2 of 2 Records 1 View

(Add POIs ] [ Cancel |

Figure 153: POIs Assigned to Shift Page
3. Select the Add POIs button. The Select POIs page is displayed.
4. Select the POI to assign the shift.
5. Select the Select button. The POI is listed on the POIs Assigned to Shift page.
6. Repeat steps to assign more POls.
OR
Select the Cancel button to return to the Assign Shifts page.
OR

Select the Master Timekeeper tab to return to the Master Timekeeper Main Menu page.
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Schedule Templates Assignments
Master Timekeepers are responsible for assigning schedule templates to Agencies and POls.
To Assign a Schedule Template to an Agency:

1. Select the Assign Schedule Template link from the Schedule section on the Master
Timekeeper Main Menu page. The Assign Schedule Template page is displayed.

: WE BTA Employee Inbox [12] | Settings | Help | Log Out

Master Timekeeper Main Menu >

Assign Schedule Template

Name: Description:

|

v Name Description
[ Assign Agencies ] [ Assign POIs ] 4-10 schedule Mondays off
[ Assign Agencies | [ Assign POIs | 5-4-9 compressed second Monday off

[ Assign Agencies ] [ Assign POls ] 5-4-9 Fixed 8:00 Start

[ Assign Agencies ] [ Assign POIs ] 5/4/9 - Maxiflex - Start 6:30am Second Friday Off

[ Assign Agencies | [ Assign POIs | 5/4/9 Maxi 1st Fri

[ Assign Agencies ] [ Assign POls ] 5/4/9 Maxi 2nd Fri

[ Assign Agencies | ( Assign POIs | 8 Hr Maxiflex

[ Assign Agencies | [ Assign POls | CWS 5-4-9 6:30 Start

[ Assign Agencies | [ Assign POIs | CWS 7:30 Start

19 of @ Records 1 view [25] [50]

Figure 154: Assign Schedule Template Page
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2. Select the Assign Agencies button on the row that identifies the schedule template that
you wish to assign. The Assigned Organizations to Template page is displayed listing
Agencies that have already been assigned to the schedule template.

I:. ™
: WEBTA Employee QUEEEIEETTLEEY T Inbox [12] | Settings | Help | Log Out

Master Timekeeper Main Menu > Assign Schedule Template >

Assigned Organizations to Template

Name: 4-10 schedule
Description: Mondays off

Name:
| [ searcn | cieor |
Mame Delete
Mo results

[ Add Organizations ] [ Cancel ]

Figure 155: Assigned Organizations to Template Page

3. Select the Add Organizations button. The Select Agencies page is displayed.

“WEBTA"  enpioyee Inbox [12) | Settings | Help | Log Out

Master Timekeeper Main Menu > Assign Schedule Template > Assigned Agencies to Template >

Select Agencies

Agency: )

Agency O
0OCFO O
1-1 of 1 Records 1 view [25] [50] [109]

Figure 156: Select Agencies Page

4. Select the parent organization name link. The Assign Organizations page is displayed.
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5. Select the Agency to assign to the schedule template. The Assigned Organizations to
Template page is displayed with Agency added.

! WEBTA Employee QLEEICTRNTE G Ty Inbox [12] | Settings | Help | Log Out

Master Timekeeper Main Menu > Assign Schedule Template =

Assigned Organizations to Template

Name: 4-10 schedule
Description: Mondays off

Name:
| [ seorch | Clear
Mame Delete
OCFO
1-1 of 1 Records 1 View [50]
[ Add Organizations ] [ Cancel ]

Figure 157: Assigned Organizations to Template - Agency Added
6. Select the Cancel button to return to the Assign Schedule Template page.

OR

Select the Master Timekeeper tab to return to the Master Timekeeper Main Menu page.
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To Assign Schedule Templates to POI(s):

1. Select the Assign Schedule Template link from the Schedule section on the Master
Timekeeper Main Menu page. The Assign Schedule Template page is displayed.

“WEBTA™  empioyee Inbox [12] | Settings | Help | Log Out

Master Timekeeper Main Menu >

Assign Schedule Template

Name: Description:
|
v Name Description
[ Assign Agencies ] [ Assign POIs ] 4-10 schedule Mondays off
[ Assign Agencies | [ Assign POIs | 5-4-9 compressed second Monday off

[ Assign Agencies ] [ Assign POls ] 5-4-9 Fixed 8:00 Start
[ Assign Agencies ] [ Assign POIs ] 5/4/9 - Maxiflex - Start 6:30am Second Friday Off

[ Assign Agencies | [ Assign POIs | 5/4/9 Maxi 1st Fri

[ Assign Agencies | [ Assign POIs | 5/4/9 Maxi 2nd Fri

[ Assign Agencies | [ Assign POIs | & Hr Maxiflex

[ Assign Agencies | [ Assign POls | CWS 5-4-9 6:30 Start

[ Assign Agencies ] [ Assign POls ] CWS 7:30 Start

1-9 of @ Records 1 view [25] [50]

Figure 158: Assign Schedule Template Page

2. Select the Assign POIs button on the row that identifies the schedule template. The POIs
Assigned to Work Schedule Template page is displayed. POIs that have already been
assigned to the schedule template are listed in a table.

t:. ™
- WEBTA Employee QEEEC@ENT Gy Inbox [12] | Settings | Help | Log Out

Master Timekeeper Main Menu > Assign Schedule Template =

POls Assigned to Work Schedule Template

Name: 4-10 schedule
Description: Mondays off

Name:

| [ seorch ] ciear
Name Delete

No results

(AddPOI] [ Cancel |

Figure 159: POls Assigned to Work Schedule Template Page
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3. Select the Add POI button. The Select POIs page is displayed.

~WEBTA_ enioye

Master Timekeeper Main Menu > Assign Schedule Template > POls Assigned to Work Schedule Template >

Select POls
. Agency: POl .
ocFo ]| [ scarch | ciear |
POI 0
5317 O
1=1 of 1 Records 1 View @ IE_"] l?

Figure 160: Select POls Page
4. Select the POI(s) to assign the Work Schedule Template.

5. Select the Select button. The POIs Assigned to Work Schedule Template page is
displayed listing the POI(s) added.

) WEBTA Employee RLERIET@N TG, Inbox [12] | Settings | Help | Log Out

Master Timekeeper Main Menu > Assign Schedule Template =

POls Assigned to Work Schedule Template

Name: 4-10 schedule
Description: Mondays off

Name:

| [ scorcn | cear
Mame Delete

5317

1-1 of 1 Records 1 View

(Add POl | [ Cancel |

Figure 161: POIs Assigned to Work Schedule Page - POI Added
6. Select the Cancel button to return to the Assign Schedule Template page.

OR

Select the Master Timekeeper tab to return to the Master Timekeeper Main Menu page.
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POI/Agency Assignment
Master Timekeepers have the ability to view their assigned POIs and Agencies.
To View Your Assigned POls and Agencies:

1. Select the My Assigned POIs and Agencies link from the POI/Agency Assignment section
on the Master Timekeeper Main Menu. page. The My Assigned POIs and Agencies page
is displayed with your name and assigned roles, and the Agency and POI assigned to you
in your user profile. If additional POIs and Agencies are assigned, the information
displays in the applicable table.

9: - ™
- WEBTA Employee QUEECTEETCEY Inbox [12] | Settings | Help | Log Out

Master Timekeeper Main Menu >

My Assigned POls and Agencies
Employee: DOE, THOMAS
Assigned Roles: Master Timekeeper

Profile Agency: OCFO
Profile POI: 5317

Agency

No results

POI

Mo results
Figure 162: My Assigned POls and Agencies Page

2. Select the Cancel button to return to the Master Timekeeper Main Menu page.
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Validation Error Overrides

Under special circumstances, the Master Timekeeper may need to bypass errors generated during
the validation process.

Note: Master Timekeepers with edit privileges are allowed to Override Validation errors, but these errors
may still not pass the TIME edits at NFC.

To Override a Validation Error:

1. Select the Select Timesheets link from the Employees menu on the Master Timekeeper
Main Menu page. The Select Timesheets page is displayed.

“WEBTA™  employee [rrmgrmreem) Inbox [5] | Settings | Help | Log Out
Master Timokoeper Main Menu >
Select Timesheets
Pay Pesiod: Timeshest Status: Usar ID: LastMame:  First Name:  Middie Mamae: Organization: Timekssper: Supervisor: a
A (] |Saved + Emp Vabidated |
SSN: Active: POR: Timesheot Type:
FEC i o [ <
[ o |
% Pay Pericd Timesheet Status User ID Last Name ¢ First Name ¢ Middie Name Organization Agency POl
17 - 2017 Saved DOE ALICE SMITH SECTION NO. 3- UNIT NO. 1 OCFO N7
A7 -2007 Valdated by Employee [ DOE JANE DM, OFC OF THE CHIEF FIN OFFC OCFO 537
17 . 2017 Saved ) DOE JOMM HUMAN RESOURCES APP SECTION 2 OCFO M7
17 - 2017 Saved DOE THOMAS w DM, OFC OF THE CHIEF FIN OFFC OCFO 837
Pprrr— 1 vere [ 3
Select Action
Default Schedule

Timesheets
Timesheet

o Dofac Schadule

Figure 163: Select Timesheets Page

2. Select the timesheet for which you want to override the errors.
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3. Select the Timesheet link from the Timesheets action menu in the Select Action section.
The Timesheet page is displayed.

"WEBTA'  emione [CITEer=) V.5 [ Stnge | | Log Ot |
Urakidated Vabdated Cerbled  Sent
Timashest " L e - |
Employss:  DOE J0HN Tarmsheet Type: Hogular
PayPeried: 172517 Augl0 WiTSap bl WUS * Stanus: Uraidares
Wiork Time ; ;
moom ;o mOR & & w oM B m N & 3w
T Thas  rhem  Tiws  Tdem Tl Tiem  t3wm  Tiws  Thus T
o a0t st atem  amem  aokm  aooe atmm aom amwm aowm amee
N Trme
— cconrt
(K] - e e Py RO et T Dot 2 [ 0 ) o rT ) [T 80 o0 s FryT
a Wk Time Total B0 aw B fE] (] £ (] F5] (1] (1] (3 00 m
Liirve Tima
o e
Trarsacoin cconrt
-] L T T
Dty Total ) A () ] (] i (1] m T (1] (] ET T

Dollar Transactions
Tranaacion Aot [ oo

D) vewt  Remarks i) Leave Balances  Teleword
ok ol e b b obis obhs ot obin oths odbe o oo

e

Ascticn Remarioc
Chacion Famarg 35

) () (o) (S (Fmmmeme] (G

Figure 164: Timesheet Page

4. Select the Vvalidate button. The Validation error is displayed.

_WEBTA' oo gz

Urreadatnd Vahdatnd Cerded Serdt
Timesheet — e et —n
Emplayes:  DOE, JOHN Timeshest Type: Feguiar
Pay Parbod: (17 2017 Aug 20, 2017-5ep 02, 20175 v Status: Urvabded
Validation Messages
ERROR: Mo senvace computation date i spcified
Work Time
Sun Mon Tue Wed Thy Fri Sat San Mo Ton Wed Tha Fri Sat
o 21 vz [ o v sz MY o s (] [ o w9 voy G|l
o Tema In Taem  7Mem  7Nem  TMem  TXam Taen  TMem | 7aam  TXem  73am
Time Ot A00pM  ACOpm  LmOpem  A0pem  a00pm A00pM  otpm  A00pm  S00pM  400pm
Misal Tirsa
Tramsmben Accosnt
[EJt - Ronguar Bave Py 800 800 L 800 L 4008 600 600 B0 L 00 2800240
Work Tima Total (1] 1] 1] a0 i) o B Boe am 1] 2] ANEN
Laave Tirme
Abraerce St
= froviock o
Tranasmsan Acomart
a Laawe Time Total
Dy Total 1. L1 an (1] Fi] 00 1] a0 s Ei] £l 508800
Dollar Transactions
Tramaacian Accnart Cute Aemount
Dollar Toual
m Totals  Remarks (0} Leave Balances  Tebework
M I ¥ Ih E 54 S M I n In E
a2 1921 8ez 023 e 1825 192 067 ] d2y ey 2631 o5t 0812

Action Remarks:
Crancis Remanng 255

[(Save | [‘validate | [(Ovesrice Validaticrs | [ Delets Timeahwst | | Remove All Envies

Figure 165: Timesheet Page - Validation Error
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5. Select the Override Validation button. The message, Validation overridden successfully, is
displayed.

nbox [¥] | Setings | Help | Log Out

FWEBTA v g

Timesheet a
| valiasion overriogen succasstully ]
Employes:  DOE, JOHN Tumesheet Type:  Feguiar
Pay Perbod: 17 - 2017 Aug 20, 2017-Sep 02 2017 W0 v [ Select Pay Pariod Seatun: Vabdtated
Wark Time

Sun [ Teu Wid Ths Fil Sl Sen Mo T Wes The i Sat
82 821 az a3 5} 2 7 408 5] ] 81 4] we [Tl
Tima in Tiam  TMem  730am  T30n  T0am TAewm  TH0am  130am  730an  7Man
-] Time Ot a00pm  AGOpm  a00pm  A00pm  atOge wGdpe  amipm  adipm  adipm  ddopem
Maal Tima
et
800 B0 L 800 a0 0 L 800 L] 500 aoa Annm 0w
Work Tiese Total 1) 1] 850 1] 50 0o (1] (] 1] 1) B0 40030008
Absance Siari
Abwance £
Transacson Acinart
- | Loave Tima Total
Dy Totai 1} 1] 1] 17} 1) Aam (1] (1] 1) (1] (15 L
Dollar Transactions.
Trassacien Acsonant Cute Aot
ot Toal
Totals  Remarks (0] Leave Balinces  Tebework
Sy M X W Th F Sa S M T W T E Sa
b B L 2] L] a3 L sar L5 BT 6 B Ll st

Agtion Remarks:
Characn Remaneg 255

[Save) [Ramove Al Ermries ] [ Sancel |

Figure 166: Timesheet Page - Validation Overridden Successful

OR

Select the Validate Selected link from the Timesheets action menu in the Select Action
section. The Timesheet Validation page is displayed.

FWEBTA  enpores ([T

Inbox [5] | Settings | Help | Lo Owt

Master Timekeeper Main Mom > Select Trmeshests =
i - Unvalideted Validated Ceriied  Sem
Timesheet Validation — & ————n
Employes:  00F Job i Timesheet Type:  Reguiar
Pay Perod: |12 2017  Jun 11, 2017-Jun 24, 2017 § (| [ Select Pay Paricd Status: Unvalidated
Work Time
Sen Mon T Wed Thws Fr St Sus Mon T Wed Thu Fr S
&1 a2 en“; () &5 &8 T hinild ang (4] ﬂ:‘l 3] L3 623 a4 A2 Toinl
[+ ] Time s Tam  Tiam  Ti0em  Tlam 7 Huam Timm TMam  T30am  T30am T i0ps
Time Out 1130am  1130am  1130am  1130am 11 3M0am 1130am 1130ms 1130  1130am  1130am
Meal Tane
Transactkon
[X]01 - P TimesTisiwwvork - Ottsr 20 400 am 400 400 .00 W00
[(XJ01 - Roguias Base Fay a0 400 400 a0 T 400 400 20002400
Wicek T Total %0 A0 400 %0 400 w000 400 40 4% 40 400 004000
Leave Time
Aldrcn St
o Aanece End
Transackon Acoount
a Loave Time Tetsl
Dasity Tetsl 400 40 400 400 400 2000 400 4w 40 400 400 20004000
Dollar Transactions
Transackon Accourt Date Asmount
Dodlar Total
Totals  Remarks (8] Loave Bslices  Tebowork
Su M T W ™ F Sa Su o T W T F Sa
Ll w2 C] s o8Es A a7 B e (] 6z 872 L] L]

Action Remarks:
Charaitirs Rermasarey 265

[Save) [Woiidate ] [Override Valdation | [Doteta Tiabest | [Ramove Al Entries |

Figure 167: Timesheet Validation Page
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Select the Override Validation button. The message, Validation overridden successfully, is
displayed.

FWEBTA™  copions

Inbax [9] | Settings | Help | Log Out

Masin Temekeopes Main Manu > Salect Timashaets >
T Usrvalidated Valdated Cerified  Sem
Timesheet Validation ———e+—o—<0—8n
[ Fostion overriadun swccesstully |
Employes:  DOE, JOHH Timeshoot Type:  Ragulas
Pay Perbod:  [12.2017 - Jun 11, 2017-Jun 24, 2017 VO (] [Select Pay Peried Status: Vialkdated
Work Time
Son Mon Tos whed Tha Fi | Sa el S Mon | Tue | Wed Thu Fii . R
L] & amn Ll EnS AL it LA} L] L an 622 &7 Lol
o Tt I T3am  Titem Ti0am  Tam  Tldam Tabam T30am  T30am  Ta0am  7-30am
Tirwss Ot 1Mam  1130am 1130 11Mam 1130 130am 11:30m 1130em  1130am 1030
Woal Tima
Transachon oot
[X]01 - Flosg Times TeteWork - O 0000000000 fmabTA) a0 400 400 a0 1800 1600
[0 - Fogutar Base Pay " 400 00 400 400 | 4n0 400 00 200002400
Work Tame Total 40 400 400 40 450 Fol] 400 o %0 400 00 20000
Leave Time
Atssence St
a Absence End
Transachon Acteurd
a Leave Tame Total
Dty Toeal 400 400 £00 400 400 2000 400 400 4% £00 00 20004000

Dollar Transactions
Trindacton Acount Dae Amount
Dioliar Total

Totals  Remarks [0} Lesve Balasces  Telewosk
Su

M T w ™ F 5 £ ] T w ™ F S8
11 0E12 0613 614 DEAS 0616 0&1T 0615 o 0620 B 0672 0673 574

Action Hemarks:
Chasscian Famaning: 744

(Sovn| (FemovennEniis ] [ Canear]

Figure 168: Timesheet Validation Page - Validation Overridden
6. Select the Cancel button to return to the previous page.

OR

Select the Master Timekeeper tab to return to the Master Timekeeper Main Menu page.
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Reports

Most webTA reports are available to both the Timekeeper and Master Timekeeper roles.
However, there are some reports that are only available to a single role.

The Reports menu on the Timekeeper and Master Timekeeper Main Menu pages contain two
options, Reports and My Saved and Scheduled Reports. The Reports page lists reports that are
available to a Timekeeper and Master Timekeeper and the My Saved and Scheduled Reports
page displays a list of reports that have been scheduled for background execution.

Many reports may be run for a range of pay periods. For these reports, a maximum of 26 pay
periods is allowed.

The default output display for most webTA reports is the browser. However, some reports may
be run in alternate formats.

The following file formats are available:

e Portable Document Format (PDF)

e Excel (Spreadsheet)

e HyperText Markup Language (HTML)
e Comma Separated Values (CSV)

For a description of each report, select the report name link and then select Help.

215



Publication Category: T&A Processing
webTA 4.2 Timekeeper - Master Timekeeper

To Save a Report in PDF:

1. Select the Reports link from the Timekeeper or Master Timekeeper Main Menu. The
applicable Reports menu is displayed.

_WEBTA' _cnviore SEIE

Reports

Blarne Descniption

Bidirectional Profile Audit Report

Retums the employes and tmeshest information for comacied imesheets validated by somecna other than emplayes
Detauli 5 sers that mest Redain Data Type values

Repaorl

O¥Salary Cap field is set 1o May Excesd Saary Cap'

e AL balinces grester than the ceding
ated from the organization

al=
Usars assigned 1o sach role per organization
Employes Oveme detals

Leave request

pproved and subsequenthy deried

Timesheets which have been self cerified in a pay pericd
Suparvisors and amplayess
Timekgepers and
Timeahes! status eounts by limekeeper

ssagned bo them

Summarization of tmesheet. bearve and actiity
Employess ot assignad drectly b 2 timakoeper of 3 supsriscr

A listng of uncenified timeshasts

A off unpIoE ested limeshesds
Timeshests A listing of unvaidated fimesheets

My Saved and Scheduled Reparts Cancel

Figure 169: Timekeeper Reports Menu Page

2. Select the applicable report to be saved. The applicable report parameters page is
displayed.

3. Complete the report parameters page.
4. Select the PDF link. A popup appears asking whether to open or save the report.

5. Select the Open button to open the report and display it as a PDF. A PDF of the
applicable report is displayed.

OR

Select the Save button to download and save the report. The report is saved. Select the
Open, Open folder, or View Downloads button as applicable.

OR

Select the Cancel button to cancel the action and return to the applicable report.

216



L7
Publication Category: T&A Processing @
<

webTA 4.2 Timekeeper - Master Timekeeper

To Save a Report in Excel:

1. Select the Reports link from the Timekeeper or Master Timekeeper Main Menu. The
Reports menu is displayed.

_WEBTA' _cnvore SEIIE

Repaorts

Hame Biescriphion
Artive limeshests, Lnsent 1o A pay provider

Timesheel status ¢
Bidirsctional Leave
Bidrectonal Profile

Ratums tha amployee and tmeshest information for ¢omected timesheats validsted by somecna other than emploryes

Diefault Schedule for users that messt Retain Data Ty pe values

Repart
50V Salary Cap field is set 1o May Excesd Salary Cap'

Emplayes Azt

D4 Employ peched AL balarw e greater than the ceding
ated from the crganization
port

ees
Users assigned 1o sach rola per crganization
Employes
Leave nequests approved and subsequenth deried
Timesheets which have been self cerified in 2 pay pericd
Supervisors and amplayess assigned o them
Timekeepers and employees assgred to them

e cetals

Timeshes! status counts by imekeeper

Summ: jon of trmesheet. bearve and activity

assignad directly to a limaekeepsr or 3 supsrisce
enified timeshasts

A ligtir unprocessed limesheets
A listing of unvaidaled timesheets

My Saved and Scheduled Reparts Cancel

Figure 170: Timekeeper Reports Menu Page

2. Select the applicable report to be saved. The applicable report parameters page is
displayed.

3. Complete the report parameters page.
4. Select the Excel link. A popup appears asking whether to open or save the report.

5. Select the Open button to open the report and display it as an Excel spreadsheet. An Excel
spreadsheet of the applicable report is displayed.

OR

Select the Save button to download and save the report. The report is saved. Select the
Open, Open folder, or View Downloads button as applicable.

OR

Select the Cancel button to cancel the action and return to the applicable report.
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To Save a Report in HTML:

1. Select the Reports link from the Timekeeper or Master Timekeeper Main Menu. The
Reports menu is displayed.

_WEBTA' _cnviore SEIE

Reports

Blarne Descniption

Bidirectional Profile Audit Report

Retums the employes and tmeshest information for comacied imesheets validated by somecna other than emplayes
Detauli 5 sers that mest Redain Data Type values

Repaorl

O¥Salary Cap field is set 1o May Excesd Saary Cap'

e AL balinces grester than the ceding
ated from the organization

al=
Usars assigned 1o sach role per organization
Employes Oveme detals

Leave request

pproved and subsequenthy deried

Timesheets which have been self cerified in a pay pericd
Suparvisors and amplayess
Timekgepers and
Timeahes! status eounts by limekeeper

ssagned bo them

Summarization of tmesheet. bearve and actiity
Employess ot assignad drectly b 2 timakoeper of 3 supsriscr

A listng of uncenified timeshasts

A off unpIoE ested limeshesds
Timeshests A listing of unvaidated fimesheets

My Saved and Scheduled Reparts Cancel

Figure 171: Timekeeper Reports Menu Page

2. Select the applicable report to be saved. The applicable report parameters page is
displayed.

3. Complete the report parameters page.
4. Select the HTML link. A popup appears asking whether to open or save the report.

5. Select the Open button to open the report and display it as a HTML. A HTML of the
applicable report is displayed.

OR

Select the Save button to download and save the report. The report is saved. Select the
Open, Open folder, or View Downloads button as applicable.

OR

Select the Cancel button to cancel the action and return to the applicable report.
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To Save a Report in CSV:

1. Select the Reports link from the Timekeeper or Master Timekeeper Main Menu. The
Reports menu is displayed.

_WEBTA' _cnvore SEIIE

Repaorts

Mame Biescriphion
Artive limeshests, Lnsent 1o A pay provider

Timesheel status ¢
Bidirsctional Leave
Bidrectonal Profile

Ratums tha amployee and tmeshest information for ¢omected timesheats validsted by somecna other than emploryes

Diefault Schedule for users that messt Retain Data Ty pe values

Repart
50V Salary Cap field is set 1o May Excesd Salary Cap'

Emplayes Azt

DA Empley jeched AL balances grester ihan the ceding
Empia ated from the organization
Leave port

ees
Users assigned 1o sach rola per crganization
Employes
Leave nequests approved and subsequenth deried
Timesheets which have been self cerified in 2 pay pericd
Supervisors and amplayess assigned o them
Timekeepers and employees assgred to them

e cetals

Timeshes! status counts by imekeeper

Summ: jon of trmesheet. bearve and activity

assignad directly to a limaekeepsr or 3 supsrisce
enified timeshasts

A ligtir unprocessed limesheets
A listing of unvaidaled timesheets

My Saved and Scheduled Reparts Cancel

Figure 172: Timekeeper Reports Menu Page

2. Select the applicable report to be saved. The applicable report parameters page is
displayed.

3. Complete the report parameters page.
4. Select the csV link. A popup appears asking whether to open or save the report.

5. Select the Open button to open the report and display it as a CSV. A CSV of the
applicable report is displayed.

OR

Select the Save button to download and save the report. The report is saved. Select the
Open, Open folder, or View Downloads button as applicable.

OR

Select the Cancel button to cancel the action and return to the applicable report.

This section includes the following topics:

Saving and Scheduling REPOITS ........ocuuiiiiiiiiii e 221
RUNNING REPOITS ...ttt e e et e e e e e e e et eeeaaeeas 225
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Saving and Scheduling Reports

The My Saved and Scheduled Reports page displays a list of saved reports. These reports are
saved using the Background Execution option on the individual report pages. The reports may be
viewed in PDF, Excel, HTML, or CSV file format.

Most reports have the Background Execution option.

Reports may also be downloaded, saved, deleted, emailed, or rerun.

The Status drop-down list allows you to select a status and search for all reports in that status.
The following statuses are displayed on the Status drop-down list:

All - all available reports.

Pending - report has been scheduled to run, but it hasn't yet been picked up by the report
creation job.

Queued - report has been picked up by the report creation job.
Generating - report is currently being run by the report creation job.
Complete - report has been successfully generated.

Error - error was encountered upon generating the report.

Invalid - all associated report schedule instances are marked invalid when an ad hoc
report structure is changed.

Note: You must create a new report schedule when this occurs.
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To Schedule a Report for Background Execution:

1. Select the Reports link from the Reports section on the Timekeeper or Master Timekeeper
Main Menu. The Reports menu is displayed.

_WEBTA' _cnviore SEIE

Reports

Blarne Descniption

Repaorl
O¥Salary Cap field is set 1o May Excesd Saary Cap'

vnjected AL balinces greater than the celing
ated from the organization

Moty mployees

Users assigned 1o each molw per crganization
Employes Oveme detals

Leave request
Timesheets which have been self cerified in a pay pericd
Suparvisors and emplaysss. sssigned to them

sEagned b them

pproved and subsequently deried

Timeaheel status counts by limekeeper
Summarization of tmesheet. bearve and actiity
Employess ot assignad drectly b 2 timakoeper of 3 supsriscr

A listng of uncenified timeshasts

A off unpIoE ested limeshesds
Timeshests A listing of unvaidated fimesheets

My Saved and Scheduled Reparts Cancel

Figure 173: Timekeeper Reports Menu Page
2. Select the applicable report. The applicable report parameters page is displayed.
3. Complete the report parameters page.

4. Select the applicable format from the Background Execution drop-down list. The
following formats are available:

e PDF

e Excel
e CSV

e HTML

¢ Emailed PDF

¢ Emailed Excel
¢ Emailed CSV

¢ Emailed HTML

5. The message, Your report has been submitted for background processing, is displayed.
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6. Select the Cancel button to return to the Reports menu.

7. Select the My Saved and Scheduled Reports button from the Reports menu. The My Saved
and Scheduled Reports page is displayed with the saved report.

CWEBTA” crvre S

My Saved and Scheduled Reparts

Seatun:
EER—I] o | oo |
Hara Fligat Name Submitied Completad Mot Schedued Dute | Fomat | St 0 Pages O SteiDytes) 0 Messags | Download Reftn  Dabele
My Employees My Employess  Mow 21, 2006 TOX1SAM Kow 21, 2016 70320 AM | Mo Schedule POF Complets 1 ] [Dowriosd | [ Risfian Now | [X]

(Dwhete | [Emad] [Cancel)

Figure 174: My Saved and Scheduled Reports Page
To Open a Saved or Scheduled Report:

1. Select the My Saved and Scheduled Reports button from the Timekeeper or Master
Timekeeper Main Menu. The My Saved and Scheduled Reports page is displayed

CWEBTA” e ST

My Saved and Scheduled Reparts

Seatun:
A

YD ED
Nama Flepont Name: Submitted Completed Mesct Scheduled Date Foomat St Pages Size {Dytes) Message  Download FeRun  Deete
My Erployeas My Employess  Mov 21, 3006 TR 1S AM How 21, 2016 78020 AM | No Schadule POF Completa 1 5T [ Dowrioad | [ RisPian Mow | [X]
Dulete | | Emai Cancel

Figure 175: My Saved and Scheduled Reports Page
2. Select the applicable report.
3. Select the Download button to download the report.
OR

Select the ReRun Now button to run the report. The message, Report Instance 'name of
report' submitted for execution, is displayed.

OR

Select the Delete button to delete the report. The message, Are you sure you want to delete
report instance 'name of report'? is displayed. Select the Yes or Cancel button, as applicable.

Note: You can also select the X in the Delete column to delete the report.

OR

Select the Email button to email the report. The message, Are you sure you want to email
report instance(s) to yourself?, is displayed. Select the Yes or Cancel button, as applicable.
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OR

Select the Cancel button to return to the Timekeeper Main Menu.
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Running Reports

The Timekeeper and Master Timekeeper Reports menus display the report name and a brief
description of the report. Most of the reports are available to both roles; however, some are only
available to a single role. These reports are notated.

The My Saved and Scheduled Reports page can also be accessed from the Reports menu page.

e ™
"WEBTA' _ enviore ST

Timekeaper Man
Reports
Diescnpticn
Active timeshests, Lnsent o a pay provider
Timeshee! status counts by imakeaper
Bidrectional Leave Changes Report

Bidirectional Profile Audit Report

Retums the employes and tmeshest rfomation for comacied tmesheats validated by somecne other than employes
Detauh Schedule for wsers that mest Retain Data Ty pe values

Employes Assign Repori

Employess w C¥Satary Cap fickd is 3et 1o May Exceed Saary Cap

Employess that have appeintmant limitations.

Employess who have comactsd bmeshests
SDA Employess with projected AL balarees graster than the celing

Employess separated from the crganization

Leave Audit Report

Leave Audt Raport for Part Time Emgloyses

Leave lime expiing by pay penod

Every employes you have permission to view

Heaty hired employees

Users assigned 1o sach rola per crgarization

Employes Dueme detals

Leave requests approved and subsequently deried

Timesheets which have been self centified in 2 pay pericd

Supervisors and emplayess assigned o them

Timekeapers and employees assgned bo them

Timesheel staus counts by limekeeper

Summarizalion of Emeshest. leave and ackivily

Employess not assigned directly ta 2 timakoeper of 3 supsrvisce

A listing of uneenified imeshasts

A listing of unproc essed limeshests
A listing of unvalidated imeshests

My Saved and Scheduled Reparts Cancel

Figure 176: Timekeeper Reports Menu Page

inbox [71] | Settings | Halp | Log Out

FWEBTA  tmre (=

Reports

Timashasl sahsh Linrih by Iesah s

iy iy ees o aigrosd drecHy 18 BERSRer B § WPSTH
Loy Sucht Riport il Timpaient A ntrg of uncateed Breahesty

Larve fusst Rt b Par Tima Ervployans 4 Tmattuact e of v st bmastasts

Figure 177: Master Timekeeper Reports Menu

This section includes the following topics:

Active Employees With Past Separation Dates ............ccccceeeeiiiiiiieiiee e 226
Active TImMeSheetS NFC........cooiiiiii s 229
AGENCY STATUS ..o 231
Bidirectional Leave Changes REPOIt.........ccooiuiiiiiiiieiiiiee e 234
Bidirectional New HireS REePOIT.......cceviiiiiii e 235
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Bidirectional Profile AUdit REPOIT..........ooiiiiiiiiiiiiiie e

Corrected Timesheet Validated For Employee Report
Default Schedule Report.............
Delegate Assignments................

Employee Assignment Report

Employees Approved to Exceed the Earnings Limitation Report...................... 248
Employees on Appointment Limitations Report ..........ccccccoeeivviiiiienic e, 251
Employees with Corrected Timesheets RepOrt ..........cccveeiieiiiiiiiiieiieeiiiieeeen 253
Employees with Projected AL Balances Greater than Ceiling Report................ 256
Final TIMESheets REPOIT.......ccoiiiiiiiiiee e 258
LEAVE AUAIT.....eeieiiiiieeeet ettt 260
Leave Audit Report for Part Time EMPIOYEES...........ccciviievieeiiiiiiiiiieee e 263
Leave Time EXpiration REPOIt.........ccvviiiiiiiiiiiiiiee et 265
MY EMPIOYEES ...ttt ettt e e e s e e e e e e e e b b e eeeeeeas 269
NEW EMPIOYEES ..ottt 271
Organization ASSIGNMENT.........uu e e e et e e e e e e neeeeeas 272
OVEITIAE REPOIT ..ttt ettt e e e e et e 275
OVEITIME REPOIT ...ttt e e e e e e e e e e e st e e e e e e e e entraees 278
Restored Annual Leave ANalySiS........cccceeiiiiiiiiiiieic e 280
Self CertifiCatiON ........oiiiieii e 282

Supervisor Assignments

Supervisor/Timekeeper and Delegates Report

TimeKeeper ASSIGNMENTS ......c.uiiiiiiie et 289
TIMESNEETL STATUS ... eiiii it s 292
TIMESNEET SUMMAIY .....oiviiiiii i e e e e e e e e e e aaaes 294
UNassigned EMPIOYEES ........uuiiiiiiiiiiiiiee et 296
Uncertified TIMESNEETS .........ooi i 298
UNpProcessed TIMESNEELS .....ccociiiiiiiiie et 303
Unvalidated TIMESNEELS .......ccoiiiiiiiiiiie e 306

Active Employees With Past Separation Dates

The Active Employees With Past Separation Dates report lists active Employees with a
separation date in a prior pay period.

Note: The Active Employees With Past Separation Dates report is available to Master Timekeepers only.
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To Run the Active Employees With Past Separation Dates Report:

1. Select the Reports link from the Reports section on the Master Timekeeper Main Menu
page. The Reports menu page is displayed.

“WEBTAtosie

Roports

tmastesty vaiciated by 1omecna ceher fian engioyes

Figure 178: Master Timekeeper Reports Menu

2. Select the Active Employees With Past Separation Dates link. The Active Employees With
Past Separation Dates Report Parameters page is displayed.

Note: If a header is desired, it may be entered in the Report Header field and will be displayed in
addition to the report name.

-
“WEBTA'
Employee RUGECI@ITTICENg Inbox [21] | Settings | Help | Log Out

Master Timekeeper Main Menu > Reports =

PDF | Excel | HTML | CS\."| Background Execution v|

Active Employees With Past Separation Dates

Report Parameters
Report Header:

[ Run Report ] [ Cancel ]

Figure 179: Active Employees With Past Separation Date Report Parameters Page
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3. Select the Run Report button to run and display the report.

L]
=) Master Timekeeper Inbox [21] | Settings | Help | Log Out

Master Timekeeper Main Menu > Reports =

PDF | Excel | HTML | CS'\."| Background Execution v|

Active Employees With Past Separation Dates

Active Employees With Past Separation

Dates
Employes Separation Date/Pay Period

DCE., JOHN - DOEJ 201712
DCE., LARRY - DOEL 2017-14
DOE. MARY - DOEM 201713
DOE, THOMAS - DOET 2017-4

DOCE. Z0E - DOEZ 201713
DCE JR, JOHN - DOEJ1 201713

Page 1
Report Parameters

Report Header:

[ Run Report ] [ Cancel ]

Figure 180: Active Employees With Past Separation Dates Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

4. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Active Timesheets NFC

The Active Timesheets NFC report lists timesheets that have not yet been sent to NFC for
processing in a designated pay period.

To Run the Active Timesheets NFC Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports menu page is displayed.

e ™
_WEBTA' ensior SR

Timekeaper Man
Reports

Cisscription
Artive timeshests, unsant 10 3 pay provider

Timeshee! status counts by

Bidirectional Leave Change

Bidirectional Profile Audit Aeport

Ristums tha ampicy e and tmeshest information for omacted tmashaats validsted by someona othar than smployes
Detauh Schedule for users that mest Retain Data Ty pe valuss

Emplayes Ass Reperl

Employses whose RSO/Salary Cap field is set 1o May Excesd Salary Cap'
Employess that have appeintment limitations.
Employess who have comacted bmashests
S04 Employees with projected AL balances greater than the ceding
Emplayess separated from the cmanization
Loave fudit Repart
Leave Audt Report for Part Time Emgioyees
Leave lime expiing by pay penod
Every employes you have permission 1o view
Hewty hired employees
Users assigned 1o sach role per crgarization
Emphiry e Orugimaie detals
Leave requests approved and subsequently deried
Timesheets which have been self cerified in a pay pericd
Supervisors and amplayess assigned o them
Timekeapers and employees assgned 1o ihem
Timesheel status counts by limekeeper
Summarization of tmesheet. keave and activity
Employess not assigned directly ba a timakoeper or 3 supsrvisce
A ligting of uncenified imeshasts

A ligtingg of Unpaoe eesed limeshests.
A listing of unvaiidated timesheets

My Saved and Scheduled Reports Cancel

Figure 181: Timekeeper Reports Menu Page

229



w Publication Category: T&A Processing
<

webTA 4.2 Timekeeper - Master Timekeeper

2. Select the Active Timesheets NFC link. The Active Timesheets NFC Report Parameters
page is displayed.

-
_WEBTA _ enpiope

Timekeeper Main Menu > Reports

. PDF | Excel | HTML | CSV
Active Timesheets NFC
Report Parameters
Report Header:
Pay Period: | 2016-22: Oct 30, 16 - Nov 12, 16 +

Timesheet Status: | All v
Unit:
State: v
Users: Active v

[ Run Report | [ Cancel |

Figure 182: Active Timesheets NFC Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)
Pay Period (see "Pay Period Field Instruction" on page 324)
Employee (see "Employee Field Instruction" on page 316)
Timesheet Status (see "Timesheet Status Field Instruction" on page 331)
Unit (see "Unit Field Instruction" on page 333)
State (see "State Field Instruction" on page 328)

Users (see "Users Field Instruction" on page 334)
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4. Select the Run Report button to run and display the report.

WE BTAv Employee Inbox [5] | Settings | Help | Log Out

Timekeeper Main Menu > Reports

Active Timesheets NFC

Active Timesheets NFC - Active T&As

Employee Name Pay Period  Organization State Unit Status Timekesper Supervisor
= —r e DM, OFC OF THE | Districtof | : = THOMAS - DOE. JAME - "
DOE JR, JOHN 2016-20 CUIEF BN OFFG | Columbia | 0 DOE, THOMAS -DOET | DOE, JANE - DOEJ
0 01621 DM, OFC OF THE Districtof | 4 OE THOMAS - DOE. E - Dl 1
DOE, JANE 2016-20 CHIEF FIN OFFC Columbia 1] DOE, THOMAS - DOET DOE, JAME - DOEJ

- . R Districtof | 5, = E THOMAS - OOE JANE 1
DOE, JOHN 2016-20 Columbla o Saved DOE, THOMAS - DOET DOE, JANE - DOEJ
DOE, THOMAS 2016-20 Louisiana | 40 = DOE, THOMAS - DOET DOE, JAME - DOEJ

Page 1

Report Parameters

Report Header:  Active TRAs
Pay Period:  2016-20: Oct 02, 16-Oct 15, 16«

Employes:

Timesheet Status:  All
Lnit:
State: T

Users:  Active v

Reset

Figure 183: Active Timesheets NFC Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Agency Status

The Agency Status report lists the total number of timesheets and the count of timesheets in
Pending, Validated, Certified, Processed, and On Hold statuses. The report is listed by
pay period and Timekeeper.
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To Run the Agency Status Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports page is displayed.

_WEBTA'_enyore S

Timekseper Man
Reports
Descnption
Artive timeshests, unsent o a pay provider
Timesheel status counts by timekeeper
Bidirectional Laave Changes Report

Bidirectional Profile Audit Report
Relums the employes and Bmeshest information for comacied imeshests validated by someona other than employes.
Detauh Schedule for users that mest Retain Data Ty pe values
Employes Assignment Repon
tion Report USDA Empioyess whose RSC0VSalary Cap field is set 1o May Excesd Salary Cap'
Employess that hava appeintmant limitations.
Employess who have eomected bmeshests
ing Feport USDA Employees with projected AL balsnces grester than the ceding
Employsss separated from the cmanization
Leave Audt Report
Leave Audt Report for Part Time Emgloyees
Leave lime axping by pay panod
Every employes you have permission 1o view
Neaty hred employees
Users assigned 10 sach rola per crganization
Employes Ouerme cetals
Leave requests approved and subsequenthy deried
Timesheets which have been self cerified in a pay pericd
Supervisors and amplayess assigned o them
Timekeepers and employees assgned to ihem
Timeaheel status couts by limekeeper
Summanzation of trmesheet. kearve and actiity
Employess not assigned directly b 2 timakoeper of 3 supsrviser
A listing of uncenified imeshasts
A listing of unproc essed limeshests
A listing of unvalidaied mesheets

My Saved and Scheduled Reparts Cancel

Figure 184: Timekeeper Reports Menu Page

2. Select the Agency Status link. The Agency Status Report Parameters page is displayed.

_WEBTA' _ enpioye

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV
Agency Status
Report Parameters
Report Header:
Timekeeper: |Search|

Organization: OCFO

Include Sub Orgs: &
From PP: | 2016-21: Oct 16, 16-0ct 29, 16 v
To PP: | 2016-22: Oct 30, 16 - Nov 12, 16 *
Users: | Active v

[ Run Report ] [Eancel ]

Figure 185: Agency Status Report Parameters Page
3. Complete the following Report Parameters fields:

Report Header (see "Report Header Field Instruction" on page 325)
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Timekeeper (see "Timekeeper Field Instruction" on page 331)

Organization (see "Organization Field Instruction" on page 324)

Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 320)

From PP (see "From PP Field Instruction" on page 319)
To PP (see "To PP Field Instruction" on page 332)
Users (see "Users Field Instruction" on page 334)

4. Select the Run Report button to run and display the report.

“WEBTA™ _ copioe

Agency Status

Agency Status - T&A Status

PayFwied  Tigaon Tirwompe: o dgeesy W Town  Unt  Thp  Tols  Pesding  abdabed  Cwified  Poceded O Mok

Page 1
Report Parameters
Report Header:  TSA Status

Timekeeper: DOET Search
Organization: CCf
Include Sub Orgs:
From PP: | 2016-19 Sep 18, 16 -Oet 01,168 *
ToPP: | 2016-20c Oct 02, 16 - Oct 15, 16 =
Users: | Active b

Figure 186: Agency Status Report

OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file

type.

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Bidirectional Leave Changes Report

The Bidirectional Leave Changes Report lists leave balances that were updated via the biweekly
interface with NFC.

To Run the Bidirectional Leave Changes Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports page is displayed.

_WEBTA' envio SEIIR

Reports

Bama Discnption
Arfive timeshests, Lnsent o @ pay provider
Timeshee! staius counts by timakeeper

Bidirectional Leay anges Report

Bidirectional Profile Audit Report

Retums the employes and tmeshest rfomation for comacied tmesheats validated by somecne other than employes
Detaul Sched saers That mest Retain Data Type values

Emplayes Ass -

Empioyees whose RS0vSalary Cap field is set 1o May Exceed Salary Cap'

Employees separated from the organization

it Report

dit Raport for Part Tima Emgloyses
i g By pay peric
Every amployse you hiive permission to view
Mewty hired employees
Usars a wach moia per crganization

pproved and subsequently deried
Timesheets which have been self centified in 2 pay pericd
Suparvisors and employess. @ssigned (o them

Timekeapers and em ssagned b them

Timesheel status coun: nekeeper
Summarization of Eresheet leve ard ackiily
Employees not assigned directy to 2 fimekeeper or 3 supsrisor

A eerifiod limeshasts

proc essesd limeshests
validaled timesheets

My Saved and Scheduled Reparts Cancel

Figure 187: Timekeeper Reports Menu Page

2. Select the Bidirectional Leave Changes Report link. The Bidirectional Leave Changes
Report Parameters page is displayed.

If a header is desired, it may be entered in the Report Header field and will be displays in addition
to the report name.

~WEBTA'_ cnpioee

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CS\-’| Background Execution v|

Bidirectional Leave Changes Report

Report Parameters
Report Header:

(RunReport | [ Cancel |

Figure 188: Bidirectional Leave Changes Report Parameters Page
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3. Select the Run Report button to run and display the report.

“WEBTA Employee Inbox [1] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

POF | Excel | HTML | CSV| Background Execution +

Bidirectional Leave Changes Report

Bidirectional Leave Changes Report

User id Employee Kame 55N Type Leave Type Balance  NFC Balance Difference
DOEA DOE, AUICE 11111%%+* Update Ancusl Leave Hous | 30415 20815 500
DOEA DOE, AUCE 11111%%** Upsdsta uww, nsatory Time 20:45 18:00 Z2as
DOEB DOE, BETTY 222 Upsate Annusl Lesve Hours 20318 8/118 AZ00
DOE DOE, JOHN 3 Update Annusl Lasve Hours o000 ATRO0 2000
DOE DOE, JOHN 33333 Update Sick Leave Hours 4330 12330 8000
DOET DOE, THOMAS Frrrrrriiil Update Annual Leave Hours 14318 134:18 &0
(= Ti
DOET DOE, THOMAS 48844447950 Updinte penson TS| s00 200 200
Page 1
Report Parameters
Report Header:

Figure 189: Bidirectional Leave Changes Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

4. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Bidirectional New Hires Report

The Bidirectional New Hires Report lists new hires that were processed in the most recent daily
feed.

Note: The Bidirectional New Hires Report is available to Master Timekeepers only.
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To Run the Bidirectional New Hires Report:

1. Select the Reports link from the Master Timekeeper Main Menu. The Reports menu is

displayed.
FWEBTA oo g
Regorts

tmashasty valdated by 1omaons ohir S Bmpinyes | Saf Cartoss

s Bt Piagnt 2 Temastoets A lnting of unoutiied Bmastests
Laiws Aot Riapt bt Part Tima Ernplipsns AT ot A lting of ervdsted bsashasts

Figure 190: Master Timekeeper Reports Menu

2. Select the Bidirectional New Hires Report link. The Bidirectional New Hires Report
Parameters page is displayed.

Note: If a header is desired, it may be entered in the Report Header field and will be displayed in
addition to the report name.

.
e ™ _
‘ WEBTA Employee BLGEEEINE g Inbox [18] | Settings | Help | Log Out

Master Timekeeper Main Menu = Reporis =

- . . PDF | Excel | HTML | CSV | Background Execution «
Bidirectional New Hires Report |

Report Parameters
Report Header:

[RunReport ] [ Cancel

Figure 191: Bidirectional New Hires Report Parameters Page

3. Select the Run Report button to run and display the report.

"WEBTA™  cworee [T Inbox [18] | Settings | Help | Log Out
Master Timekeaper Main Manu = Reports =
S S . POF | Exced | HTML | C5V | Backgnound Execulion
Bidirectional New Hires Report -
Bidirectional New Hires Report
[Useria | Ersployee ame o [ssn [ Tour [ Tinenapee  Superwser
DOEA DOE RICE ® LEEE Full Time:
DOEE DOE, BETTY Figll Timg DOE, JOHN DOE, JANE
DOET DOE THOMAS " PP Full Tima DOE, JoHM DOE, JANE
Page 1
Report Parameters
Report Header:

Figure 192: Bidirectional New Hires Report
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OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information see Saving and Scheduling

Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

4. Select the Cancel button to return to the Reports menu.
OR

Select the Master Timekeeper tab to return to the Master Timekeeper Main Menu page.

Bidirectional Profile Audit Report

The Bidirectional Profile Audit Report lists changes to Employee timesheet profiles from the
most recent bi-directional feed from NFC. It includes the user ID, name, SSN, organization, the
type of change, and a brief message with the details of the changes.
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To Run the Bidirectional Profile Audit Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports page is displayed.

_WEBTA' _cnviore SEIE

Reports

Blama Dascnption
ats NF Artive fimeshests, Lnsant to a pay provider

Timeshee! stau
Bidirsctional Lea:
Bidiretional Profil
Retums the amployee and tmeshest information for comacted timesheats validated by scmecna other than employes
Detauh Schedule for users that mest Retain Data Ty pe values

Emplayss Assgnment Repar
Empioys SCVSalary Cap field is set 1o May Excesd Salary Cap'
Employees 1 va appointmant limitations

Employess who have £omectad bimes heets

ing Report LSDA  Employess with propected AL balarés greater than the celing
Employsss separated from the cmanization
Leave Audt Report
Leave Audt Report for Part Time Emgloyees
Leave lime axping by pay panod
Every employes you have permission 1o view
Neaty hred employees
Users assigned to sach rola per orgarization
Employes Ovemis detals
Leave requests approved and subsequenthy deried
Timesheets which have been self cerified in a pay pericd
Supervisors and amplayess assigned o them
Timekeepers and employees assgned to ihem
Timeahes! status eounts by limekeeper

Summanzation of trmesheet. kearve and actiity

Empiloryess ot assignad directly b 3 fimakeoper of 3 superviser
A listing of uncenified imeshasts

A liating of unpioe essed limeshests

A listing of unvalidaied mesheets

My Saved and Scheduled Reparts Cancel

Figure 193: Timekeeper Reports Menu Page

2. Select the Bidirectional Profile Audit Report link. The Bidirectional Profile Audit Report
Parameters page is displayed.

Note: If a header is desired, it may be entered in the Report Header field and will be displayed in
addition to the report name.

~WEBTA' _ cnpiyee

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CS\-’| Background Execution v|

Bidirectional Profile Audit Report

Report Parameters
Report Header:

[ Run Report ] [ Cancel ]

Figure 194: Bidirectional Profile Audit Report Parameters Page
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3. Select the Run Report button to run and display the report.

WEBTA'  ploges Timokoeper

Inbox [26] | Settings | Help | Log Out

Timekeeper Main Menu > Reports

Bidirectional Profile Audit Report

Bidirectional Profile Audit Report - Audit Report

Ibmll‘r Empleyre Mame 33N Organization Type
GOER DOE, BETTY [l - s
CoER DOE, BETTY 00000 s PP
Cosl BOE, BETTY [resee = -
potR DOE, BETTY [ = L
Page 1

Report Parameters

Repon Header: [Rudit Report ®

Resat

(Canc)

Figure 195: Bidirectional Profile Audit Report

OR

Message

Duty Hours: oid, fwweB0.00

Service Computation Dude: cice, raw= 20100822

Faypinn chim. rawed Ganarsl Schacue reg)

Fioust o haty: st s Full Tia

FOF | Excel | HTML | C5V| Background Execution +

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file

type.
OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information see Saving and Scheduling

Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

4. Select the Cancel button to return to the Reports menu.

OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Corrected Timesheet Validated For Employee Report

The Corrected Timesheet Validated For Employee Report lists Employee and timesheet
information for corrected timesheets validated by someone other than the Employee.
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To Run the Corrected Timesheet Validated For Employee Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The

Reports page is displayed.

o QT

Inisox [5] | Settings | Help | Log Out

FWEBTA' el

Reports

My Saved and Scheduled Reparts Cancel

Dascnption
Artive fimeshests, Lnsant to a pay provider

Timeshee! sta
Bidirsctional Lea:
Bidiretional Profil
Retums the amployee and tmeshest information for comacted timesheats validated by scmecna other than employes
Detauh Schedule for users that mest Retain Data Ty pe values

Emplayss Assgnment Repar
Empioys SCVSalary Cap field is set 1o May Excesd Salary Cap'
Employees 1 va appointmant limitations

Employess who have £omectad bimes heets

D Emplayses wii projected AL balances gresater than the ceding

Employsss separated from the cmanization

Leave Audt Report

Leave Audt Report for Part Time Emgloyees
Leave lime axping by pay panod

Every employes you have permission 1o view
Neaty hred employees

Users assigned to sach rola per orgarization
Employes Ovemis detals

Leave requests approved and subsequenthy deried
Timesheets which have been self cerified in a pay pericd
Supervisors and amplayess assigned o them
Timekeepers and employees assgned to ihem
Timeahes! status eounts by limekeeper

Summanzation of trmesheet. kearve and actiity

Empiloryess ot assignad directly b 3 fimakeoper of 3 superviser
A listing of uncenified imeshasts

A liating of unpioe essed limeshests

A listing of unvalidaied mesheets

Figure 196: Timekeeper Reports Menu Page

2. Select the Corrected Timesheet Validated For Employee Report link. The Corrected
Timesheet Validated For Employee Report Parameters page is displayed.

“WEBTA"

Employee Inbox [26] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

Corrected Timesheet Validated For Employee Report

Report Parameters
Report Header:

Timekeeper:

Supervisor:

Organization:
Include Sub Orgs:
POI:

From PP:

To PP:

2
|
None Selected

[ Run Report ]

[ Cancel ]

| Excel | HTML | CSV| Background Execution v|

2016-22: Oct 30, 16 - Nov 12, 16 | v|
2016-23: Nov 13, 16 - Nov 26, 16 [v|

Figure 197: Corrected Timesheet Validated For Employee Report Parameters
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3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)
Timekeeper (see "Timekeeper Field Instruction" on page 331)
Supervisor (see "Supervisor Field Instruction" on page 330)
Organization (see "Organization Field Instruction" on page 324)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 320)
From PP (see "From PP Field Instruction" on page 319)
To PP (see "To PP Field Instruction" on page 332)

4. Select the Run Report button to run and display the report.

Inbox [3] | Settings | Help | Log Out

“WEBTA™ _ enpioye

toports >

§ ) | Excel | HTML | SV [ Background Execution |
Caorrected Timesheet Validated For Employee Report S

Corrected Timesheet Validated For Employee

Ageey Due Procassed | o POt Cepirisesa Descr | Employes Mame  Tanaheegss Superviner Contes Validator Vatsdater Riste Resmark
1Ak a2y |gyer - e 008 THOMA —r eTas DOE, THouAg | Trekeater tereched OT
ocro - 21833 & UNT MO DOE, BETTY COE, THOMAS DOE, JANE DOE. MARY DOE. THOMAS Vil o
ocFo 11003018 w02 |a MO 1 DOE, LaRRY DOE, THOMAS | DOE, JaNE D08, NAAY DOE, THowas | T ety
Page 1
Report Parameters
Report Header:
Timghecper:
Supsrvison: Search
Ovganization: CDCFO

Includs Sub Orgs:
POI: Nome et
From PP: |2016-23 Nov 13, 16 - Nov 26, 16 v ]
ToPP: [2016-23 Nav 13, 16« Nov 26, 16 [v|

Figure 198: Corrected Timesheet Validated For Employee Report

OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.
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5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Default Schedule Report

The Default Schedule Report lists all Employees for a Timekeeper who are using default
schedules. This report includes the Employee's name, ID, work schedule, and alternative
schedule type followed by the accounts and daily hours for the pay period by accounting code,
and the total hours for the entire pay period.

To Run the Default Schedule Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports page is displayed.

“WEBTA'  envior ST

Repaorts

Hame Biescriphion
Artive limeshests, Lnsent 1o A pay provider

Timesheel status coums by iimekeeper

Bidirectional Leave Changes Report

Bidrectonal Profile Audit Report

Retums tha employes and timeshest information for comacted timesheats validated by somecna othar than amployee
ssers that mest Retain Data Type values

Sallary Cap field is set 10 May Exceed Salary Cap'

irmant limaations.

ched Dmsshests

Employess separated from the ocrganization

it Rnport

dt Repart for Part Time Employees
pierg By oy pari

Every employes you have permission to view

Neaty hired employees

sach rola per orgarization

oproved and subsequently deried
Timesheets which have been self certified in a pay pericd
Suparvisors and amplayess assigned o them
Timekeapers and empl s8agned b Tham

Timeaheel status couds by lim
Summanization of trmesheet. learve and actiity

Employess not assigned directly to a timekeeper of a superisor
of unceifiad imeshasts

iy off unprocessed limeshests
A listing of unvalidated bmesheels

My Saved and Scheduled Reparts Cancel

Figure 199: Timekeeper Reports Menu Page

242



L7
Publication Category: T&A Processing @
¢

webTA 4.2 Timekeeper - Master Timekeeper

2. Select the Default Schedule Report link. The Default Schedule Report page is displayed.

i WEBTA Employee Inbox [26] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV| Background Execution v|

Default Schedule Report

[ Run Report ] [ Cancel ]

Figure 200: Default Schedule Report Page

3. Select the Run Report button to run and display the report.

Inbox [26] | Settings | Help | Log Out

WEBTA™  employse Timokeeper

PDF | Exceld | HTML | CSV | Background Exscution v

Default Schedule Report
Default Schedule Report

Employrr Work Schedule AR St dule ProjeckAccount
mmmmmmmmmmmmmm
DOE, BETTY - D0E8 Ful T | 549 Gompensass | 0000000000
DOE, JAHE - DOEd FlTime | 4 Tenhow Dap | 0000000000
DOE, THOMAS. - DOET Ful Teme 49 Compeasasg | XO0D0000000

Figure 201: Default Schedule Report

OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

4. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Delegate Assignments

The Delegate Assignments report lists Delegated roles and Employees assigned as Delegates.

Note: The Delegate Assignments report is available to Master Timekeepers only.

To Run the Delegate Assignments Report:

1. Select the Reports link from the Reports section on the Master Timekeeper Main Menu
page. The Reports menu page is displayed.

SWEBTA e COmpEE

Raports

[y Saved o Schactind Frperss | [Caneat

Figure 202: Master Timekeeper Reports Menu

2. Select the Delegate Assignments link. The Delegate Assignments Report Parameters page
is displayed.

Note: If a header is desired, it may be entered in the Report Header field and will be displayed in
addition to the report name.

-
: WEBTA Employee QUEICIENNELCT g Inbox [22] | Settings | Help | Log Out

Master Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV| Background Execution v|

Delegate Assignments

Report Parameters
Report Header: |

[ Run Report ] [ Cancel ]

Figure 203: Delegate Assignments Report Parameters Page
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3. Select the Run Report button to run and display the report.

“WEBTA  empioyee

Master Timekeeper Main Menu > Reports >

Inbox [22] | Settings | Help | Log Out

PDF | Excel | HTML | CSV| Background Execution v|

Delegate Assignments

DOE, THOMAS

Role Employee Delegate
Timekeeper DOE, JOHN DOE. KAREN
Timeveeper DOE. JOHMN DOE. PATRICIA
Timekeeper DOE. JOHMN DOE. PAUL
Supervisor DOE. JANE DOE. KURT
Supervisor DOE. JANE DOE. JASON
Supervisar DOE. JANE DOE. LARRY
Superisar DOE, KIURT DOE. JANE
Tirmexeeper DOE. KAREN DOE. JOHN
Supervisor DOE, JASON DOE. JANE
Supervisar DOE, JASON DOE. KURT
Supersasar DOE, JASON DOE. LARRY
Supervisor DOE, LARRY DOE, JANE
Supersisar DOE. LARRY DOE. KURT
Supervisar DOE, LARRY DOE, JASON
Supervisor DOE, MARK DOE. JANE
Supervisar DOE, MARK DOE. JASON
Supervisor DOE, MARK DOE. NORA
Tirresedpe’ DOE, PATRICIA DOE. JOHN
Timexeeper DOE, PATRICIA DOE. KAREN
Supandisor DOE. NORA DOE. LARRY
Supardisar DOE. NORA DOE, MARK
Supenvisor DOE. NCORA DOE. OLIVER
Supervisar DOE. OLWVER DOE. LARRY
Supensisor DOE. OLIVER DOE. NORA
Timekeeper DOE. PAUL DOE. KAREN

Report Parameters
Report Header:

[ Run Report |

[ Cancel |

Page 12345678910 .

Figure 204: Delegate Assignments Report

OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file

type.
OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information see Saving and Scheduling
Reports (on page 221).
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Note: The Reset button returns you to the Report Parameters page.

4. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Master Timekeeper Main Menu page.

Employee Assignment Report

The Employee Assignment Report lists Employees and their assigned Supervisor. Users may
search for an Employee and their assigned Supervisor, for a Supervisor and their assigned
Employees, or leave both search filters blank to search for all Employees and Supervisors in their
Agency or Department.

To Run the Employee Assignment Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports page is displayed.

_WEBTA' _cnviore SEIE

Reports

Bama Dascnption
Artive fimeshests, Lnsant to a pay provider

Retums the employes and tmeshest information for comacied imesheets validated by somecna other than emplayes
Detauki Sched sers that mest Redain Data Type values

Emplayes Ass 6
Empioyess whose RSC0VSalary Cap field is set 1o May Excesd Salary Cap'

sparated from the organization

it Report
dit Report for Part Time Emplcyees
e 1 Py By iy pawiond
Every employes you have permission 1o view
Moty hired employees

assignad 10 sach rola per crgarization
s detals

Leave requests approved and subsequenthy deried
Timesheets which have been sekf cerified in a pay period
signed fo fheem

sEagned b them

ik aaper

Summarnization of trmesheet learce and actiity

Employess not assignad drectly to 2 imakoopar of 3 Superisoh
cerified timeshasts

D g6 limeshests
validaled timesheets

My Saved and Scheduled Reparts Cancel

Figure 205: Timekeeper Reports Menu Page
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2. Select the Employee Assignment Report link. The Employee Assignment Report
Parameters page is displayed.

I: L] ™
' WEBTA Employee Inbox [26] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV| Background Execution v|

Employee Assignment Report

Report Parameters
Report Header:

Employee:
Supervisor:

[ Run Report ] [ Cancel ]

Figure 206: Employee Assignment Report Parameters

3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)
Employee (see "Employee Field Instruction" on page 316)
Supervisor (see "Supervisor Field Instruction" on page 330)

4. Select the Run Report button to run and display the report.

“WEBTA SO Timekespor | Inbox [26] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

. POF | Excel | HTML |.'Z.‘S‘.r
Employee Assignment Report . s T

Employee Assignment Report - Employees

Employee 10 Employee Name PO Suspeervisos Name Backups
DOEA DOE, AUCE 07 DOE, JANE DOE, Lisa
DOEE DOE, BETTY a7 DOE, JANE DOL, Liga
DOEC DOE, CARL 7 DOE, JANE DOE, LisA
DOED DOE, DONALD 5317 DOE, JANE DOE, LISA
DoED DOE, DONMA a7 D'OE. MANE DOE, LISA
DOEN DOE, JOHN a7 DOE, JANE DOE. LiSA
DOEX DOE, KAREN 5317 DOE, JANE DOE, LisA
DOEM DOE, MARKE 8317 DOE JANE DOE, LisA
DOES OOE, 54M [ DOE, JANE DOE, LisA
DOER2 DOE IR, MoHN st DOE, JANE DOE, LiSa
Page 1
Report Parameters
Report Header: | Employses
Employes:
Supervisor: | DOE, JANE - DOEJ

Con

Figure 207: Employee Asssignment Report
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OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Employees Approved to Exceed the Earnings Limitation Report

The Employees Approved to Exceed the Earnings Limitation Report lists the name, user 1D,
POI, and Timekeeper of Employees who have been approved to exceed the earnings limitation.
The Employee's timesheet profile must be coded in order for the Employee to exceed the
earnings limitation.
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To Run the Employees Approved to Exceed the Earnings Limitation Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports page is displayed.

_WEBTA' _cnvore SEIIE

Repaorts

Blama Diascnption

Active limeshests, Lnsent b0 a pay provider

Timesheel status counts by timekeeper

Bidirectional Leave Changes Report

Bidirectional Profile Audit Report

Retums tha employee and imesheat information for comacted timesheats validsted by somecna othar than amployee
Detauh Schedule for users That meet Retain Data Ty pe values

Employes Assignment Repor

Empioyees whose RSCvSalary Cap field is set 10 May Exceed Salary Cap'
Empioyees that have appointmant limitations.

corTac et Dmsshests

sched AL balarces greater than the ceding
Emph eparated from the crganization

Laave dudt Raport
Laan et for Part Tim

Heaty hired empicyees

Users assigned i sach rola per crganization

Emph i cetals

Ledve requests approved and subsequently deried
Timesheets which have been self cerified in 2 pay pericd
Suparvisors and amployess. ssigned (o them
Timekeepers and employees assgred to them
Timeshes! status counts by imekeeper

Summarization of trmeshest. bearve and activity
Employess nat assigned directly to 2 imekeeper of 3 supsniscr
A listing of uncenifid timeshasts

o of unprocessed limeshests
Timashests A listing of unvaiidated bmeshests

My Saved and Scheduled Reparts Cancel

Figure 208: Timekeeper Reports Menu Page

2. Select the Employees Approved to Exceed the Earnings Limitation Report link. The
Employees Approved to Exceed the Earnings Limitation Report Parameters page is
displayed.

_WEBTA'_ enpiorr

Timekeeper Main Menu > Reports >

. o PDF | Excel | HTML |c.=;u
Employees Approved to Exceed the Earnings Limitation Report e

Report Parameters
Report Header:

Employee Id:
Agency: Select an Agency'i]
Dept Descriptor:

Figure 209: Employees Approved to Exceed the Earning Limitation Report Parameters
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)

Employee (see "Employee Field Instruction" on page 316)
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Employee ID (see "Employee Id Field" on page 316)

Agency (see "Agency Field Instruction" on page 313)

POI (see "POI Field Instruction" on page 325)

Dept Descriptor (see "Dept Descriptor Field Instruction" on page 315)

4. Select the Run Report button to run and display the report.

_WEBTA' _ cnpioger _ rimstesper

Timekeeper Main Menu > Reporns >

. L PDF | Excel | HTML | CSV [ Background Execution ]
Employees Approved to Exceed the Earnings Limitation Report ’ e

Employees Approved to Exceed the Earnings Limitation

Report
Employes Name Employee Id POH Timekeeper Name
DOE, BETTY 00000 GoFo - 8317 DOE, THOMAS
DOE, MARK 00000 OCFO - 5317 DOE, SARAH
Page 1
Report Parameters
Report Header:
Employee [ Search
Employee Id:

Agency: 90- OCFO ~]
POI: None Selected
Dept Descriptor:

Gancl

Figure 210: Employees Approved to Exceed the Earning Limitation Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
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OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Employees on Appointment Limitations Report

The Employees on Appointment Limitations Report lists Employees with appointments limited
by days, hours, or dollars. This report includes the Employee's name, user ID, POI, tour of duty,
appointment expiration date, the balance in days, hours, or dollars, and pay period number.

To Run the Employees On Appointment Limitations Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports page is displayed.

“WEBTA' _ envion ST

Reports

Blama Diasenption
Active limeshests, Lnsent to a pay provider

Timesheel staus eounts by timakeeper

Bidhrectional Leave Changes Report

Bidirectional Profile Audit Report

Retums the employes and timeshest nformation for comacted timesheats validated by someona cther than employes
Detauh Schedule for users That mest Redain Data Ty pe values

Employss As:
Empioyees whose RS0vSalary Cap field is set 1o May Exceed Salary Cap'
Empioyees that have appointmant limitations.

£ 0eac i meas haels

et Repor

ted AL balarwes grester than e teling
from the organization

Leave Audt Report

Laan et for Part Tim

Heaty hired employees
Users assigned 1o sach rola per crgarization

Emp e detals

Leave requests approved and subsequently deried
Timesheets which have been self centified in 2 pay pericd
Supervisors and employess assigned 1o them
Timekeapers and employees assgned bo them

Summarization of Srmeshest. lexve and ackivity
Employess
tng of uneenified timeshasts

¢ assignad directly to a fimakoeper or 3 superisor

ey of UNPIoE essed limeshests
Timoshoots A listing of unvalidated tmesheets

My Saved and Scheduled Reparts Cancel

Figure 211: Timekeeper Reports Menu Page
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2. Select the Employees on Appointment Limitations Report link. The Employees on
Appointment Limitations Report parameters page is displayed.

~WEBTA'_ cnpiyee

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV| Background Execution v|

Employees on Appointment Limitations Report

Report Parameters
Report Header:

Employee: m
Organization: 20

Include Sub Orgs:
POl: MNone Selected

Employee Id:
Dept Descriptor:
From PP: |2016-22: Oct 30, 16 - Nov 12, 16 ﬂ
To PP: |2016-23: Nov 13, 16 - Nov 26, 16 | v|
Appointment Parameter: |Days |v|

[ Run Report ] [ Cancel ]

Figure 212: Employees on Appointment Limitations Report Parameters

3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)
Employee (see "Employee Field Instruction" on page 316)
Organization (see "Organization Field Instruction" on page 324)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 320)
POI (see "POI Field Instruction" on page 325)
Employee ID (see "Employee Id Field" on page 316)
Dept Descriptor (see "Dept Descriptor Field Instruction" on page 315)
From PP (see "From PP Field Instruction" on page 319)
To PP (see "To PP Field Instruction" on page 332)

Appointment Parameter (see "Appointment Parameter Field Instruction" on page 314)
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4. Select the Run Report button to run and display the report.

“WEBTA

Employee Timekeeper

Inbox [28] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

Employees on Appointment Limitations Report

Employees on Appointment Limitations Report
e

Hame Employee ID POl Type s Balance
DCE MARK OCFO - 8217 ::’:‘L 20070701 | 000 Days
DOE, TOM CCFO-5317 :::. 201707401 | 000 Days
Page 1
Report Parameters
Employee:
Organization: OCFO

Include Sub Orgs: [/
POI: Mone Selected
Employee Id:
Dept Descriptor:
From PP:
To PP:
Appointment Parameter:

2016-22: Oct 30, 16 - Nov 12, 16 1]
2016-23: Nov 13, 16 - Nov 26, 16 ﬂ

Days | ~|

PDF | Excel | HTML | CSV| Background Execution +

iz

201822

201823

Figure 213: Employees on Appointment Limitations Report

OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file

type.
OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling

Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.

OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Employees with Corrected Timesheets Report

The Employee with Corrected Timesheet Report lists Employees who have corrected timesheets.
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To Run the Employees with Corrected Timesheets Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports page is displayed.

_WEBTA' _cnviore SEIE

Reports

Bama Dascnption
Artive fimeshests, Lnsant to a pay provider

Bidirectional Profile Audit Report
Retums the amployee and tmeshest information for comacted timesheats validated by scmecna other than employes
Detauh Schedule for users that mest Retain Data Ty pe values

Emplayss Assgnment Repar
Empioyess whose RSC0VSalary Cap field is set 1o May Excesd Salary Cap'
Employess that hava appeintmant limitations.

Employess who have eomected bmeshests

sreater than Ceding Fepor USDA Emplyess wih projected AL balances greater than the ceding
Employsss separated from the cmanization

Leave Audt Report

Leave Audt Report for Part Time Emgloyees

Lesae 1ie esxpag By firy pewiond

Neaty hred employees

Users assigned 10 sach rola per crganization

Employes Ovemis detals

Leave requests approved and subsequenthy deried
Timesheets which have been self cerified in a pay pericd
Supervisors and amplayess assigned o them
Timekeepers and employees assgned to ihem
Timeahes! status eounts by limekeeper

Summarization of mesheet. leave and actiity
Employess not assigned directly b 2 timakoeper of 3 supsrviser
A listing of uncenified imeshasts

A liating of unpioe essed limeshests

A listing of unvalidaied mesheets

My Saved and Scheduled Reparts Cancel

Figure 214: Timekeeper Reports Menu Page

2. Select the Employees With Corrected Timesheets Report link. The Employees With
Corrected Timesheets Report Parameters page is displayed.

_WEBTA _ cmpioye

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV| Background Execution |

Employees With Corrected Timesheets Report

Report Parameters
Report Header:
From PP: | 2016-22: Oct 30, 16 - Nov 12, 16 E
To PP: 2016-23: Nov 13, 16 - Nov 26, 16 E
Organization: 20

Include Sub Orgs: [/
POI: None Selected

Dept Descriptor:

[ Run Report | [ Cancel |

Figure 215: Employees With Corrected Timesheets Report Parameters Page
3. Complete the following Report Parameters fields:

Report Header (see "Report Header Field Instruction" on page 325)
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From PP (see "From PP Field Instruction" on page 319)
To PP (see "To PP Field Instruction" on page 332)
Organization (see "Organization Field Instruction" on page 324)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 320)
POI (see "POI Field Instruction" on page 325)
Dept Descriptor (see "Dept Descriptor Field Instruction" on page 315)
4. Select the Run Report button to run and display the report.

5 =
) WE BTA Employee m Inbox [3] | Settings | Help | Log Out
Timekeeper Main Menu > Reports >
POF | Excel | HTML | C5V| Background Execution =

Employees With Corrected Timesheets Report

Employees With Corrected Timesheets Report

Employes g Emplayes: Name ] Dept Deveripton POl Pay Period

‘ ; OCFO T 20 0200
DOER DOE. BETTY 0201000 BT MO 1 CCFO - 8317 Hian

o e . OCFOTO 0000 || aT N ~y , aniay
DOEL DOE, LAARY o0 LT MO 1 OCFO - 831 08

Page 1
Report Parameters
Report Header:
From PP: | 2016-23: Nov 13, 16 - Nev 26, 16 U]
ToPP: |2016-23: Nov 13, 16 - Nov 26. 16 ﬂ
Ovganization: OCFO
Include Sub Orgs: ¥
POI: None Selected

Dept Descriptor:
[ Run Repor

Figure 216: Employees With Corrected Timesheets Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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OR

Select the Cancel button to cancel the action and return to the Reports menu.

Employees with Projected AL Balances Greater than Ceiling Report

The Employees with Projected AL Balances Greater than Ceiling Report provides a list of
Employees with an end of year projected annual leave balance greater than the annual leave
ceiling.

To Run the Employees with Projected AL Balances Greater than Ceiling Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports page is displayed.

“WEBTA'  envior ST

Repaorts

Hame Biescriphion

Repart
O¥Salary Cap field is set 10 May Exceed Salary Cap'

vopected AL balrnces greater thar the ceding
ated from the crganization
Anport

Moy mployees

Uisers assigned 10 sach rola per crganization
Emplayss vemde detals

Ledve requests approved and subsequently deried
Timesheets which have been self certified in a pay pericd
Suparvisors and ampkiyess. 3ssigned o them
Timekeapers and :

Timeshes! status counts by imekeeper
Summarization of tmesheet. bearve and actiity
Employess not assigned directly to a limakeeper of 3 supervisor

A listng of uncedified timeshasts

A off unproc essed limeshess
Timeshests A listirg of unvalidaled brmesheels

My Saved and Scheduled Reparts Cancel

Figure 217: Timekeeper Reports Menu Page
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2. Select the Employees with Projected AL Balances Greater than Ceiling Report link. The
Employees with Projected AL Balances Greater than Ceiling Report Parameters page is
displayed.

“WEBTA” _ capione
Timekeeper Main Menu > Reports >
PDF | Excel | HTML |c5;v

Employees with Projected AL Balances Greater than Ceiling Report

Report Parameters
Report Header:

Organization: 20

Include Sub Orgs: [
Dept Descriptor:

Figure 218: Employees with Projected AL Balances Greater than Ceiling Report Parameters
Page

3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)
Employee (see "Employee Field Instruction" on page 316)
Organization (see "Organization Field Instruction" on page 324)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 320)

Dept Descriptor (see "Dept Descriptor Field Instruction" on page 315)
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4. Select the Run Report button to run and display the report.

) W EBTA Employee  Timekeeper Inbox [28] | Settings | Help | Log Out
Tirntkeeper Main Menu » Reperts
POF | Excel | HTML | C5V

Employees with Projected AL Balances Greater than Ceiling Report

Employees with Projected AL Balances Greater than Ceiling Report

Leave Laave Ending Projected  Projected inding  Projected
Emplorys Hame Employsad | FOI Tree Categery Celling Balanes Eamings Balasce Useor Lese
#ihouns per . N .
DOE. JOHM 8317 T 2 18 2ax ng y
. 83 Full Tima pary pariod 4000 31800 o0 00 0D
17 - Bihours par r T 30 y
DOE, HELEN 8317 | Full Teme poy para | 24000 20000 2400 33000 w00
. BT i B hours par ’ e " "
DOE, S4M 8317 | Full Time payparea | 24090 300 2400 34600 10900
Page 1
Report Parameters
Report Header:
Employee:

Organization; OCFO
Include Sub Orgs: []
Dept Descriptor:

Resat

Figure 219: Employees with Projected AL Balances Greater than Ceiling Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling

Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.

OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Final Timesheets Report

The Final Timesheets report lists Employees who have separated from the organization.
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To Run the Final Timesheets Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports page is displayed.

_WEBTA' _cnvore SEIIE

Repaorts

Blama Diascnption
Active limeshests, Lnsent b0 a pay provider
Timesheel status counts by timekeeper
Bidirectional Leave Changes Report
Bidirectional Profile Audit Report
Retums tha employee and imesheat information for comacted timesheats validsted by somecna othar than amployee
Detauh Schedule for users That meet Retain Data Ty pe values
Emplayss Assignment Repon
Empioyees whose RSCvSalary Cap field is set 10 May Exceed Salary Cap'
Empioyees that have appointmant limitations.
Emplaysss who have comected bmsshests

ng Report LSDA  Emplyees with proected AL balarses grester than the teling
Employees separated from the organization
Leave fudit Aepart

ot for Part Tima Emgicyses

) By pay peiend

ou have pemission 1o view

Newty hored employees

Users assigned 1o sach rola per crganization

Employes Crvemde detals

Leave nequests approved and subsequenth deried

Timesheets which have been self cerified in a pay pericd

Supervisors and amplayess assigned o them

Timekeapers and employees assgned bo Tham

Timeaheel ststus couds by limekeeper

Summarization of trmeshest. bearve and activity

Employsss not assigned directly ta a fimekesper of a supsriscr
A listngy of une entified imeshasts

A listing of unprocessed limesheets.

A listing of unvalidaied meshests

My Saved and Scheduled Reparts Cancel

Figure 220: Timekeeper Reports Menu Page

2. Select the Final Timesheets link. The Final Timesheets Report Parameters page is
displayed.

1:. ™
: WEBTA Employee Inbox [28] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

. . PDF | Excel |HTML | CSV
Final Timesheets
Report Parameters
Report Header:
From PP: |2016-22: Oct 30, 16 - Nov 12, 16 ﬂ
To PP: |2016-23: Nov 13, 16 - Nov 26, 16 | v|
Users: |Active v

[ Run Report ] [ Cancel ]

Figure 221: Final Timesheets Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)

From PP (see "From PP Field Instruction" on page 319)
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To PP (see "To PP Field Instruction" on page 332)
Users (see "Users Field Instruction" on page 334)

4. Select the Run Report button to run and display the report.

_WEBTA _ enviope _tinshaspr

™
Timekeeper Main Menu > Reports >

. . PDF | Excel | HTML | CSV
Final Timesheets

Final Timesheets

Pay Pericd Employee
. SECTION 1-WEB & a
2018-21 DOE, HENRY [DOEH) GRAPHICS DOE, THOMAS DOE, JOHN
20821 DOE, MARY [DOEM) SECTION 80, 3-UNT | pog, usa DOE, JOHN
Page 1
Report Parameters
Report Header:

From PP: |2016-21: Oct 16, 16 - Oct 29,16 [v]
To PP: [2016-23: Nov 13, 16 - Nov 26, 16 [v]
Users: Active |

Reset

Figure 222: Final Timesheets Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Leave Audit

The Leave Audit report displays leave balances and adjustments for a specified type of leave
within a designated range of pay periods.
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To Run the Leave Audit Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports page is displayed.

_WEBTA' _cnvore SEIIE

Repaorts

Blama Diascnption
Active limeshests, Lnsent b0 a pay provider

Timesheel status counts by timekeeper

Bidiretional Leave Changes Repar

Bidirectional Profile Audit Report

Retums tha employee and imesheat information for comacted timesheats validsted by somecna othar than amployee
Detauh Schedule for users That meet Retain Data Ty pe values

Emplayss Assignment Repon

Empioyees whose RSCvSalary Cap field is set 10 May Exceed Salary Cap'

Empioyees that have appointmant limitations.

Emplaysss who have comected bmsshests

with proes:bed AL balarces greater than the ceding

ated from the crganization

Anpart

Leave Audt Rapor for Part Time Emgioyses

Leave lime exping by pay panod

Every employes you have permission to view
Newty hored employees

Users assigned 1o sach rola per crganization

Employes Oveme detals

Leave nequests approved and subsequenth deried

Timesheets which have been self cerified in a pay pericd
Suparvisors and employess. assigned 1o them

Timekeapers and employees assgned bo Tham

Timeaheel ststus couds by limekeeper

Summarization of trmeshest. bearve and activity

Employsss not assigned directly ta a fimekesper of a supsriscr
A listngy of une entified imeshasts

A listing of unprocessed limesheets.

A listing of unvalidaied meshests

My Saved and Scheduled Reparts Cancel

Figure 223: Timekeeper Reports Menu Page

2. Select the Leave Audit link. The Leave Audit Report Parameters page is displayed.

“WEBTA Employee Inbox [28] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

. PDF | Excel |HTML | CSV
Leave Audit
Report Parameters
Report Header:
From PP: |2016-22: Oct 30, 16 - Nov 12, 16 ﬂ
To PP: |2016-23: Nov 13, 16 - Nov 26, 16 | v|
Leave Type: Annual Leave ﬂ

Employee:

(RunReport | [ Cancel

Figure 224: Leave Audit Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)

From PP (see "From PP Field Instruction" on page 319)
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To PP (see "To PP Field Instruction" on page 332)
Leave Type (see "Leave Type Field Instruction (Required)" on page 321)
Employee (see "Employee Field Instruction" on page 316)

4. Select the Run Report button to run and display the report.

~WEBTA' _ enpioye

Timekeaper Main Menu > Reports >

PDF | Excel | HTML | CSV

Leave Audit
Leave Audit
Repart Dats: 172018
Pay Pericd Range: 00 - 2008 : Jan 90, 2018-Jan 22 2018 15 23 - 2010 | Nov 13, 2018-Nov 29, 2018
Employes - D0E, JANE
Leave Type: Aneusl Lesve
Pay Period Manual Adj Forward Accrued Available Used Balance Max Available
5 -018 0:00 84:00 8:00 7200 00 7200 0800
22 - 2010 000 5600 800 8400 00 8400 900
21 -2010 0:00 4500 8:00 5800 000 58:00 P800
20+« 2018 000 40000 &:00 4800 000 #8:00 @800
18 - 2018 000 32:00 8:00 40100 000 000 #9500
18 - 2018 0:00 2400 8:00 3200 000 3200 000
17 - 2018 0:00 18:00 8:00 2400 00 24:00 000
10 - 2078 000 800 800 1800 3=} 19:00 P00
18 - 2010 0:00 000 800 8:00 000 8:00 P800
Page 1

Report Parameters
Report Header:
From PP: [2016-01: Jan 10, 16 - Jan 23, 16 [v~]
ToPP: 2016-23: Nov 13, 16 - Nov 26, 16 1]

Leave Type: Annual Leave ﬂ
Employee: |DOE, JANE - DOEJ [ search |

Figure 225: Leave Audit Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Leave Audit Report for Part Time Employees

The Leave Audit Report for Part Time Employees displays leave balances and adjustments for a
specified type of leave within a designated range of pay periods for part time Employees.

To Run the Leave Audit for Part Time Employees:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports page is displayed.

_WEBTA' envion SEIIR

Reports

Bame Discnption
Active timeshests, Lnsent 1o a pay provider

Timeshee! status nekeeper

Bidirectonal Leave

epar

Eiidirecticnal Profile Audit Report
Ratums the amployas and timeshest infamation for comacied imashaats validsted by somecna othar than amployes
Detault Sched ers that messt Retain Data Type values

it Raport for Part Time Emgicyees
Leave lime axpiing by pay period

Every employes you have pemission 1o vies
Hewty hired employees

Users assigned 1o sach role per crgarization
Employes Duams detals

Leave requests approved and subsequently deried
Timesheets which have been self cerified in a pay pericd
s assigned 1o them

3 noi assigned direc iy b 2 fimakeeper or 3 supsrasor
3 of uncertifieed imeshests

e e limeshiats
A listing of unvaiidated timesheets

My Saved and Scheduled Reports Cancel

Figure 226: Timekeeper Reports Menu Page

2. Select the Leave Audit Report for Part Time Employees link. The Leave Audit Report for
Part Time Employees Report Parameters page is displayed.

I: L] ™
' WEBTA Employee Inbox [28] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

PDF Excel | HTML | CSV| Background Execution ~|

Leave Audit Report for Part Time Employees

Report Parameters
Report Header:

Employee:

From PP: |2016-22: Oct 30, 16 - Nov 12, 16 ﬂ
To PP: |2016-23: Nov 13, 16 - Nov 26, 16 | v|

[ Run Report ] [ Cancel ]

Figure 227: Leave Audit Report for Part Time Employee Report Parameters Page
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3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)
Employee (see "Employee Field Instruction" on page 316)
From PP (see "From PP Field Instruction" on page 319)
To PP (see "To PP Field Instruction" on page 332)

4. Select the Run Report button to run and display the report.

sie ™
“WEBTA Employee Inbox [0] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CS‘J| Background Execution vl

Leave Audit Report for Part Time Employees

Leave Audit Report for Part Time Employees

Pay Period Hours Worked Annual Leave "::‘;' 0":::' & Sick Leave Sick "0""““ Caary
2017-01 83:30 Forward 240-00 Forward 2:00 Forward 385:45 Foraard 12:30
Accrued 8:00 Accroed 800 Accrued 4:00 Accrued 18:00
Used 0:30 Used 10:00 Used 0:00 Used 20:00
Ending 24730 Ending 0:00 Ending 388:45 Ending 10:30
201702 88:00 Forwand 247:30 Forward 0:00 Forward 338:45 Forward 10:20
Accrued T.00 Accrued 6:00 Accrued 4:00 Accrued 19:00
Used 0:00 Usesd 0:00 Used 10:00 Used 20:00
Ending 254:20 Ending 6:00 Ending 353-45 Ending 8:30
2017-03 868:30 Forward 254:30 Forward 8:00 Forward 382:45 Forward 8:30
Agorued £:00 Agorued 0:00 Accrued 4:00 Agcrued 0:00
Used 0:00 Usad 0:00 Used 0:00 Used 0:00
Ending 282:30 Ending 8:00 Ending 387:45 Ending 8:30
Teas = Accrued 2300 s Agcrued 1200
Used 0:30 - Used 10:00
Page 1
Report Parameters

Report Header:

Employee: |DOE, JOHN - DOEJ123 [ Search |

From PP; | 2017-01:Jan 08, 17 -Jan 21,17 ~
To PP: |2017-03: Feb 05, 17 -Feb 18, 17 ~

Figure 228: Leave Audit Report for Part Time Employees
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OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Leave Time Expiration Report

The Leave Time Expiration report lists Employees who have leave time that is due to expire.
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To Run the Leave Time Expiration Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports page is displayed.

_WEBTA'_enyore S

Timekeaper Main M
Reports

Dascnption
Artive fimeshests, Lnsant to a pay provider
Timeshee! status counts by timekeeper
Biirectional Leave Changes Repor
Bidirectional Profile Audit Report
Relums the employes and Bmeshest information for comacied imeshests validated by someona other than employes.
Detauh Schedule for users that mest Retain Data Ty pe values
Employes Assignment Repon
Empioyess whose RSC0VSalary Cap field is set 1o May Excesd Salary Cap'
Employess that hava appeintmant limitations.
Employess who have eomected bmeshests
S04 Emplaysss with pojected AL balarces greater than the celing
Employsss separated from the cmanization
Leave Audt Report
Leave Audt Report for Part Time Emgloyees
Leave lime axping by pay panod
Every employes you have permission 1o view
Neaty hred employees
Users assigned 10 sach rola per crganization
Employes Ouerme cetals
Leave requests approved and subsequenthy deried
Timesheets which have been self cerified in a pay pericd
Supervisors and amplayess assigned o them
Timekeepers and employees assgned to ihem
Timeaheel status couts by limekeeper
Summanzation of trmesheet. kearve and actiity
Employess not assigned directly b 2 timakoeper of 3 supsrviser
A listing of uncenified imeshasts
A listing of unproc essed limeshests
A listing of unvalidaied mesheets

My Saved and Scheduled Reparts Cancel

Figure 229: Timekeeper Reports Menu Page

2. Select the Leave Time Expiration Report link. The Leave Time Expiration Report
Parameters page is displayed.

~WEBTA' oy

Timekeeper Main Menu > Reperts >

PDF | Excel | HTML | CSVl Background Execution vI

Leave Time Expiration Report

Report Parameters
Report Header:
From PP: |2016-22: Oct 30, 16 - Nov 12, 16 [v|
To PP: 2016-23: Nov 13, 16 - Nov 26, 16 El
Organization: 20
Include Sub Orgs:
Users: Active ~|
Include Compensatory Time: [
Include Compensatory Time Religious: [ ]
Include Compensatory Travel: [/
Include Restored Annual Leave: [/
Include Time Off Award: ¥/

[ Run Report ] [ Cancel ]

Figure 230: Leave Time Expiration Report Parameters Page

3. Complete the following Report Parameters fields:
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Report Header (see "Report Header Field Instruction" on page 325)
From PP (see "From PP Field Instruction" on page 319)

To PP (see "To PP Field Instruction" on page 332)

Organization (see "Organization Field Instruction" on page 324)

Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 320)
Users (see "Users Field Instruction" on page 334)

Include Compensatory Time (see "Include Compensatory Time Field Instruction" on
page 319)

Include Compensatory Time Religious (see "Include Compensatory Time Religious
Field Instruction" on page 319)

Include Compensatory Time Travel (see "Include Compensatory Time Travel Field
Instruction" on page 320)

Include Restored Annual Leave (see "Include Restored Annual Leave Field
Instruction" on page 320)

Include Time Off Award (see "Include Time Off Award Field Instruction" on page 320)
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4. Select the Run Report button to run and display the report.

_WEBTA' _ cnpioyee

Timekeeper Main Menu > Reports >

POF | Excel | HTML | CSV | Background Execution +

Leave Time Expiration Report

Leave Time Expiration Report

Eamed Will Expire/Charge
Employes Name S5N Hours Type Pay Period Hours  Used Pay Period  Hours

Organization: PROGRAM MANAGEMENT STAFF Pay Period: 2017-14
DOE, JOHH (DOES) OO0 | Comparsatory Time 201814 w00 | o8 201714 848

Page 1
Report Parameters

Report Header:
From PP: [2017-13: Jun 25, 17 - Jul 08,17 |
ToPP: 201714 Jul 09,17 - Jul 22,17 w|
Organization: OCFO [e%E1s
Include Sub Orgs: [/

Users: | Active ~]
Include Compensatory Time: [
Include Comp: ory Time Religi O

Include Compensatory Travel: [
Include Restored Annual Leave: [
Include Time Off Award: [

Figure 231: Leave Time Expiration Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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My Employees

The My Employees report contains the name and User ID of every Employee the user has
permission to view.

To Run the My Employee Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports page is displayed.

_WEBTA' envion SEIIR

Reports

Bame Discnption
Active timeshests, Lnsent 1o a pay provider

Timeshee! status nekeeper

Bidirectonal Leave

epar

Eiidirecticnal Profile Audit Report
Ratums the amployas and timeshest infamation for comacied imashaats validsted by somecna othar than amployes
Detault Sched ers that messt Retain Data Type values

it Raport for Part Time Emgicyees
Leave lime axpiing by pay period

Every employes you have pemission 1o vies
Hewty hired employees

Users assigned 1o sach role per crgarization
Employes Duams detals

Leave requests approved and subsequently deried
Timesheets which have been self cerified in a pay pericd
s assigned 1o them

3 noi assigned direc iy b 2 fimakeeper or 3 supsrasor
3 of uncertifieed imeshests

e e limeshiats
A listing of unvaiidated timesheets

My Saved and Scheduled Reports Cancel

Figure 232: Timekeeper Reports Menu Page

2. Select the My Employees link. The My Employees Report Parameters page is displayed.

) WEBTA Employee Inbox [50] | Settings | Help | Log Out

Timekeeper Main Menu = Reports >

PDF | Excel | HTML | CSV| Background Execution v|

My Employees

Report Parameters
Report Header:

User Name Users |Active [v]

[ Run Report ] [ Cancel ]

Figure 233: My Employees Report Parameters Page
3. Complete the following Report Parameters fields:

Report Header (see "Report Header Field Instruction" on page 325)
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User Name (see "User Name Field Instruction" on page 334)
Users (see "Users Field Instruction" on page 334)

4. Select the Run Report button to run and display the report.

_WEBTA' _ enpioe

limekeeper Main Menu > Reports >

PDF | Excel | HTML | Background Execution v]

My Employees
My Employees

Name Userid
DOE JR, JOHN DOE
DOE. JANE DOEJ
DOE. JOHN DOE
DOE. THOMAS DOE
Page 1
Report Parameters
Report Header:
User Name Users | Active Al

[ Run Report ] [ Cancel ]

Figure 234: My Employees Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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New Employees

The New Employees report lists newly hired Employees for the pay period or range of pay
periods selected.

To Run the New Employee Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports page is displayed.

_WEBTA' envion SEIIR

Reports

Bame Discnption
Active timeshests, Lnsent 1o a pay provider

Timeshee! status nekeeper

Bidirectonal Leave

epar

Eiidirecticnal Profile Audit Report
Ratums the amployas and timeshest infamation for comacied imashaats validsted by somecna othar than amployes
Detault Sched ers that messt Retain Data Type values

it Raport for Part Time Emgicyees
Leave lime axpiing by pay period

Every employes you have pemission 1o vies
Hewty hired employees

Users assigned 1o sach role per crgarization
Employes Duams detals

Leave requests approved and subsequently deried
Timesheets which have been self cerified in a pay pericd
s assigned 1o them

3 noi assigned direc iy b 2 fimakeeper or 3 supsrasor
3 of uncertifieed imeshests

e e limeshiats
A listing of unvaiidated timesheets

My Saved and Scheduled Reports Cancel

Figure 235: Timekeeper Reports Menu Page

2. Select the New Employees link. The New Employees Report Parameters page is displayed.

1:. ™
) WEBTA Employee Inbox [50] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

PDF | Excel |HTML | CSV
New Employees
Report Parameters
Report Header:
From PP: |2016-07: Apr 03, 16 - Apr 16, 16 | v|
To PP: |2017-06: Mar 19, 17 - Apr 01,17 ﬂ

(Run Report | [ Cancel |

Figure 236: New Employees Report Parameters Page
3. Complete the following Report Parameters fields:

Report Header (see "Report Header Field Instruction" on page 325)
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From PP (see "From PP Field Instruction" on page 319)
To PP (see "To PP Field Instruction" on page 332)

4. Select the Run Report button to run and display the report.

.
_WEBTA _empies

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV
New Employees

New Employees

Pay Period Employee Supervisor Timekeeper Organization SCD
' PROGRAM
2016-16 DOE, BETTY DOEJ1 DOET  |MANAGEMENT  11-Sep-1989
(DOEB) STAFF
Page 1
Report Parameters

Report Header:
From PP: 2016-05: Mar 06, 16 - Mar 19, 16 |v|
To PP: 2017-05: Mar 05, 17 - Mar 18, 17 [v|

Figure 237: New Employees Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Organization Assignment

The Organization Assignment report lists users assigned to each role per organization.
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To Run the Organization Assignment Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports menu is displayed.

_WEBTA' _cnvore SEIIE

Repaorts

Blama Diascnption

Active limeshests, Lnsent b0 a pay provider

Timeahee status counts by timekeeper

Bidiretional Leave Changes Repar

Bidirectional Profile Audit Report

Retums tha employee and imesheat information for comacted timesheats validsted by somecna othar than amployee
Detauh Schedule for users That meet Retain Data Ty pe values

Employes Assignment Repor

Empioyees whose RSCvSalary Cap field is set 10 May Exceed Salary Cap'
Empioyees that have appointmant limitations.

Emplaysss who have comected bmsshests

with e ted AL balarces grester than the teling
ated from the crganization

Anpart

Leave Audt Rapor for Part Time Emgioyses

Leave lime exping by pay panod

Every employes you have permission to view
Newty hored employees

Users assigned 1o sach rola per crganization

Employes Oveme detals

Leave nequests approved and subsequenth deried

Timesheets which have been self cerified in a pay pericd
Suparvisors and employess. assigned 1o them

Timekeapers and employees assgned bo Tham

Timeaheel ststus couds by limekeeper

Summarization of trmeshest. bearve and activity

Employsss not assigned directly ta a fimekesper of a supsriscr
A listngy of une entified imeshasts

A listing of unprocessed limesheets.

A listing of unvalidaied meshests

My Saved and Scheduled Reparts Cancel

Figure 238: Timekeeper Reports Menu Page

2. Select the Organization Assignment link. The Organization Assignment Report Parameters
page is displayed.

f:l ™
' WEBTA Employee Inbox [50] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV| Background Execution v|

Organization Assignment

Report Parameters
Report Header:

Employee
Timekeeper ~
Supervisor
Select Roles: |Master Timekeeper
Master Supervisor
HR Administrator
Administrator v
Project Manager

Organization: OCFO
Include Sub Orgs:
Users: |Active [v]

[ Run Report ] [ Cancel ]

Figure 239: Organization Assignment Report Parameters Page

3. Complete the following Report Parameters fields:

273



w Publication Category: T&A Processing
<

webTA 4.2 Timekeeper - Master Timekeeper

Report Header (see "Report Header Field Instruction" on page 325)
Select Roles (see "Select Roles Field Instruction" on page 326)
Organization (see "Organization Field Instruction" on page 324)

Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 320)
Users (see "Users Field Instruction" on page 334)

4. Select the Run Report button to run and display the report.

: WEBTA Employee Inbox [4] | Settings | Help | Log Out
Timekeeper Main Menu > Reports >

o . PDF | Excel | HTML | CSV [ Background Execution v |
Organization Assignment

OCFO Role Assignments - Timekeepers

org Role Employee Name Userld
20 Timekeeper DOE. ALICE DOEA
10 Tirnehseger DOE, BETTY DOEE
10 Timgkaaper DOE, LARAY DOEL
50 Timekesper DOE, THOMAS DOET

Page 1
Report Parameters

Report Header: |Timekeepers

Employes
Supemvisor
Select Roles: Master Timekeeper
Master Supervisor
HR: Administrator
Administrator v
Project Manager

Organization: OCFO
Include Sub Orgs: [/

Users: |Active v]
[ Run Report ] [ Cancel I

Figure 240: Organization Assignment Report

OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).
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Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Override Report

The Employee Override report lists Employees who meet the selected criteria for the filters
listed. If you leave a field blank, the search is conducted on all criteria that your role has access
to.

To Run the Override Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports menu 1s displayed.

_WEBTA' envion SEIIR

Reports

Bame Discnption
Active timeshests, Lnsent 1o a pay provider

Timeshee! status nekeeper

Bidirectonal Leave

epar

Eiidirecticnal Profile Audit Report
Ratums the amployas and timeshest infamation for comacied imashaats validsted by somecna othar than amployes
Detault Sched ers that messt Retain Data Type values

it Raport for Part Time Emgicyees
Leave lime expiing by pay period

Every smployss you have permission to view
Hewty hired employees

Users assigned 1o sach role per crgarization
Employes Duams detals

Leave requests approved and subsequently deried
Timesheets which have besn sekf ceified in 2 pay pericd
s assigned 1o them

Employess not assigned drectly ta a fimaekesper or a supsrascr
A It of uncertifieed imeshests

e e limeshiats
A listing of unvaiidated timesheets

My Saved and Scheduled Reports Cancel

Figure 241: Timekeeper Reports Menu Page
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2. Select the Override Report link. The Override Report Parameters page is displayed.

_WEBTA"  cnpioye

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV| Background Execution v‘

Override Report

Report Parameters
Report Header:

Employee: m

Organization: OCFO [WWEETS
Include Sub Orgs:
Pay Period: |2017-06: Mar 19, 17 - Apr 01, 17 |v|
POI: None Selected
Dept Descriptor:

Override EmpowHR Supervisor Assignment: v
Negative Advanced Leave Balance Override: ﬂ
Negative Sick Leave Balance: ﬂ
Negative Religious Comp Time Balance: v|
Users: | Active |
[ Run Report ] [ Cancel ]

Figure 242: Override Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)
Employee (see "Employee Field Instruction" on page 316)
Organization (see "Organization Field Instruction" on page 324)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 320)
Pay Period (see "Pay Period Field Instruction" on page 324)
POI (see "POI Field Instruction" on page 325)
Dept Descriptor (see "Dept Descriptor Field Instruction" on page 315)

Override EmpowHR Supervisor Assignment (see "Override EmpowHR Supervisor
Assignment Field Instructions" on page 324)

Negative Advanced Leave Balance Override (see "Negative Advanced Leave Balance
Override Field Instruction" on page 323)

Negative Sick Leave Balance (see "Negative Sick Leave Balance Field Instruction" on
page 323)

276



Publication Category: T&A Processing @l/
C ¥

webTA 4.2 Timekeeper - Master Timekeeper

Negative Religious Comp Time Balance (see "Negative Religious Comp Time Balance
Field Instruction" on page 323)

Users (see "Users Field Instruction" on page 334)
4. Select the Run Report button to run and display the report.

_WEBTA' _ cmoiore g
Timakoapss Main Meni > Fepoits >

. POF | Excol | HTML | G5V | Background Execution ~
Override Report

Override Report

o Aasign. Crermide Al Ot S Crevrride Ry Comp Gveride

Report Parameters
Rapost Header:

Employa: Seaich

Ovganiration: CCFO  H
Include Sub Ovgs: &
Pay Period:  2016-26: Dec 25, 16 - Jan 0T, 17 |w|
POl None Selected
Dept Duscripbor:
Orverride EmpowhRt Supervisor Assignment:
Megathve Advanced Leave Balance Override:
Nagaitve Sick Loave Balance:
Megativa Religious Comp Time Balance:
Users: | Ackve ]

[l <[«

Raset

Figure 243: Override Report

OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.

OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Overtime Report

The Overtime Report lists, by Employee, the number of overtime hours worked in the pay
period(s) selected.

Note: The Overtime Report is available to the Master Timekeeper only.

To Run the Overtime Report:

1. Select the Reports link from the Reports section on the Master Timekeeper Main Menu
page. The Reports menu page is displayed.

“WEBTAtop

Roports

|8y St ot Scmeciuied Fiopores | [[Eament

Figure 244: Master Timekeeper Reports Menu

2. Select the Overtime Report link. The Overtime Report Parameters page is displayed.

-
S ™
“"WEBTA
=y Master Timekeeper Inbox [22] | Settings | Help | Log Out

Master Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CS'\."| Background Execution v|

Overtime Report

Report Parameters
Report Header:
From PP: | 2017-19: Sep 17,17 - Sep 30,17 ¥
To PP: |2017-20: Oct 01,17 -Oct 14,17 ¥
Exclude Delegate:

Employee: m
Supervisor: m
Timekeeper's Organization: 10
Users: | Active v
[ Run Report ] [ Cancel ]

Figure 245: Overtime Report Parameters Page

3. Complete the following Report Parameters fields:
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Report Header (see "Report Header Field Instruction" on page 325)
From PP (see "From PP Field Instruction" on page 319)

To PP (see "To PP Field Instruction" on page 332)

Exclude Delegate (see "Exclude Delegate Field Instruction" on page 318)
Employee (see "Employee Field Instruction" on page 316)

Supervisor (see "Supervisor Field Instruction" on page 330)

Timekeeper's Organization (see "Timekeeper's Organization Field Instruction" on page
331)

Users (see "Users Field Instruction" on page 334)

4. Select the Run Report button to run and display the report.

.
inox 2 Stinge | Hip| Lo O

Master Timekeeper Main Menu > Reports >

PDF | Excel | HTML |CS‘\.-'| Background Execution vl

Overtime Report

Overtime Report

Employee Name Pay Period Total Overtime {hours) Organization

DOE. JOHN 2017-10 14:00 SECTION NO. 2
. DOE. JOHN 2017-11 500 SECTION NO. 2
Grand Total 18:00
Page 1
Report Parameters
Report Header:

From PP: | 2017-10: May 14, 17 - May 27, 17 v
ToPP: 2017-20: Oct 01, 17-Oct 14,17~
Exclude Delegate:

Employee: DOE. JOHN - DOEJ =3

Supervisor: m
Timekeeper's Organization: 10
Users: | Active v

[ Run Report ] [ Cancel ]

Figure 246: Overtime Report
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OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified
file type. A dialog box displays options to open or save the output file.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Restored Annual Leave Analysis

The Restored Annual Leave Analysis report lists leave requests that were approved and
subsequently denied.
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To Run the Restored Annual Leave Analysis Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports menu is displayed.

_WEBTA' _cnvore SEIIE

Repaorts

Blama Diascnption

Active limeshests, Lnsent b0 a pay provider

Timesheel status counts by timekeeper

Bidirectional Leave Changes Report

Bidirectional Profile Audit Report

Retums tha employee and imesheat information for comacted timesheats validsted by somecna othar than amployee
Detauh Schedule for users That meet Retain Data Ty pe values

Employes Assignment Repor

Empioyees whose RSCvSalary Cap field is set 10 May Exceed Salary Cap'
Empioyees that have appointmant limitations.

corTac et Dmsshests

sched AL balarces greater than the ceding
Emph eparated from the crganization

Laave dudt Raport
Laan et for Part Tim

Heaty hired empicyees

Users assigned i sach rola per crganization

Emph i cetals

Ledve requests approved and subsequently deried
Timesheets which have been self cerified in 2 pay pericd
Suparvisors and amployess. ssigned (o them
Timekeepers and employees assgred to them
Timeshes! status counts by imekeeper

Summarization of trmeshest. bearve and activity
Employess nat assigned directly to 2 imekeeper of 3 supsniscr
A listing of uncenifid timeshasts

o of unprocessed limeshests
Timashests A listing of unvaiidated bmeshests

My Saved and Scheduled Reparts Cancel

Figure 247: Timekeeper Reports Menu Page

2. Select the Restored Annual Leave Analysis link. The Restored Annual Leave Analysis
Report Parameters page is displayed.

'l:l ™
: WEBTA Employee Inbox [51] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV | Background Execution |

Restored Annual Leave Analysis

Report Parameters
Report Header:

Employee:

Leave Year 2017 v|

[ Run Report ] [ Cancel ]

Figure 248: Restored Annual Leave Analysis Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)

Employee (see "Employee Field Instruction" on page 316)
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Leave Year (see "Leave Year Field Instruction" on page 322)

4. Select the Run Report button to run and display the report.

_WEBTA' ooy

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | C5V | Background Execution w

Restored Annual Leave Analysis

Restored Annual Leave Analysis

Employee Name Agency Organization Transaction Start Date End Date.
DOE, ALICE UshA i Annual Leawe Hov 15, 2018 Hov 25, 2018
DOE, BETTY usoa 10 Annual Leave Mav 25, 2018 Mov 25, 2018
DOE, MARY USDA 10 Annual Leswe Oct 07, 2018 ot 07, 2018

Page 1
Report Parameters

Report Header:

Leave Year 2016/v]

Reset

Run Report

Figure 249: Restored Annual Leave Analysis Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Self Certification

The Self Certification report list timesheets which have been self certified in the specified pay
period or range of pay periods.
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To Run the Self Certification Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports menu is displayed.

_WEBTA' _cnvore SEIIE

Repaorts

Blama Diascnption

Active limeshests, Lnsent b0 a pay provider

Timesheel status counts by timekeeper

Bidirectional Leave Changes Report

Bidirectional Profile Audit Report

Retums tha employee and imesheat information for comacted timesheats validsted by somecna othar than amployee
Detauh Schedule for users That meet Retain Data Ty pe values

Employes Assignment Repor

Empioyees whose RSCvSalary Cap field is set 10 May Exceed Salary Cap'
Empioyees that have appointmant limitations.

corTac et Dmsshests

sched AL balarces greater than the ceding
Emph eparated from the crganization

Laave dudt Raport
Laan et for Part Tim

Heaty hired empicyees

Users assigned i sach rola per crganization

Emph i cetals

Ledve requests approved and subsequently deried
Timesheets which have been self cerified in 2 pay pericd
Suparvisors and amployess. ssigned (o them
Timekeepers and employees assgred to them
Timeshes! status counts by imekeeper

Summarization of trmeshest. bearve and activity
Employess nat assigned directly to 2 imekeeper of 3 supsniscr
A listing of uncenifid timeshasts

o of unprocessed limeshests
Timashests A listing of unvaiidated bmeshests

My Saved and Scheduled Reparts Cancel

Figure 250: Timekeeper Reports Menu Page

2. Select the Self Certification link. The Self Certification Report Parameters page is
displayed.

I:i ™
' WEBTA Employee Inbox [51] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV| Background Execution v|

Self Certification

Report Parameters
Report Header:
From PP: | 2016-07: Apr 03, 16 - Apr 16, 16 ﬂ
To PP: | 2017-06: Mar 19, 17 - Apr 01,17 ﬂ

[ Run Report ] [ Cancel ]

Figure 251: Self Certification Report Parameters Page

3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)
From PP (see "From PP Field Instruction" on page 319)

To PP (see "To PP Field Instruction" on page 332)
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4. Select the Run Report button to run and display the report.

_ WEBTA' _ cmpioyee _timokecpe

Timekeeper Main Menu > Reports
. . PDF | Excel | HTML | CSV | Background Execution
Self Certification I |
Self Certification
Pay Period Employee Current Timesheet Status
2018-18 DOE, JANE - DOEJ Sant
2018-18 DOE, MARY - DOEM Sent
Page 1
Report Parameters

Report Header:
From PP: | 2016-18: Sep 04, 16 - Sep 17, 16 | v|
To PP: |2016-18: Sep 04, 16 - Sep 17, 16 |v|

Reset

Con

Figure 252: Self Certification Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Supervisor Assignments

The Supervisor Assignments reports lists Supervisors and the Employees assigned to them.
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To Run the Supervisor Assignments Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports menu is displayed.

_WEBTA' _cnvore SEIIE

Repaorts

Blama Diascnption

Active limeshests, Lnsent b0 a pay provider

Timesheel status counts by timekeeper

Bidirectional Leave Changes Report

Bidirectional Profile Audit Report

Retums tha employee and imesheat information for comacted timesheats validsted by somecna othar than amployee
Detauh Schedule for users That meet Retain Data Ty pe values

Employes Assignment Repor

Empioyees whose RSCvSalary Cap field is set 10 May Exceed Salary Cap'
Empioyees that have appointmant limitations.

corTac et Dmsshests

sched AL balarces greater than the ceding
Emph eparated from the crganization

Laave dudt Raport
Laan et for Part Tim

Heaty hired empicyees

Users assigned i sach rola per crganization

Emph i cetals

Ledve requests approved and subsequently deried
Timesheets which have been self cerified in 2 pay pericd
Suparvisors and amployess. ssigned (o them
Timekeepers and employees assgred to them
Timeshes! status counts by imekeeper

Summarization of trmeshest. bearve and activity
Employess nat assigned directly to 2 imekeeper of 3 supsniscr
A listing of uncenifid timeshasts

o of unprocessed limeshests
Timashests A listing of unvaiidated bmeshests

My Saved and Scheduled Reparts Cancel

Figure 253: Timekeeper Reports Menu Page
2. Select the Supervisor Assignments link. The Supervisor Assignments Report Parameters

page is displayed.

I:I ™
: WEBTA Employee Inbox [51] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV | Background Execution |

Supervisor Assignments

Report Parameters
Report Header:

Supervisor:
Organization: OCFO

Include Sub Orgs:
Users |Active ]

[ Run Report ] [ Cancel ]

Figure 254: Supervisor Assignments Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)

Supervisor (see "Supervisor Field Instruction" on page 330)
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Organization (see "Organization Field Instruction" on page 324)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 320)
Users (see "Users Field Instruction" on page 334)

4. Select the Run Report button to run and display the report.

*WEBTA™ _copi

nekeeper Main Menu > Ry

POF | Excel | HTML | CSV | Background Execution

Supervisor Assignments

Supervisor Assignments

Supervisor id Buperiisor Supereisor Org Employes Id Employes Employes Org
= = =

Report Parameters
Report Header:

Supervisor: |DOE. JANE - DOEJ1 [ Search |
Organization: OCFC m

Include Sub Orgs: |«
Users Actrve ¥

Reset

Figure 255: Supervisor Assignments Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Supervisor/Timekeeper and Delegates Report

The Supervisor/Timekeeper and Delegate report lists the Delegates for the selected Supervisor
and Timekeeper Delegates.

Note: The Supervisor/Timekeeper and Delegates Report is available to Master Timekeepers only.

To Run the Supervisor/Timekeeper and Delegates Report:

1. Select the Reports link from the Reports section on the Master Timekeeper Main Menu
page. The Reports menu page is displayed.

“WEBTA' tmsir

Reports

Figure 256: Master Timekeeper Reports Menu

2. Select the Supervisor/Timekeeper and Delegates Report link. The Supervisor/Timekeeper
and Delegates Report Parameters page is displayed.

-
“WEBTA'
Employee RUESCT@ITITLCEN g Inbox [29] | Settings | Help | Log Out

Master Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSVI Background Execution 'l

Supervisor/Timekeeper and Delegates Report

Report Parameters
Report Header:
Role: | Supervisor ¥

Employee:
Employee ld:

Organization: 10

Include Sub Orgs: &
POI: None Selected

Dept Descriptor:

[ Run Report J [ Cancel J

Figure 257: Supervisor/Timekeeper and Delegates Report Parameters Page

3. Complete the following fields:
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Report Header (see "Report Header Field Instruction" on page 325)

Role (see "Role Field Instruction" on page 326)

Employee (see "Employee Field Instruction" on page 316)

Employee ID (see "Employee Id Field" on page 316)

Organization (see "Organization Field Instruction" on page 324)

Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 320)
POI (see "POI Field Instruction" on page 325)

Dept Descriptor (see "Dept Descriptor Field Instruction" on page 315)

4. Select the Run Report button to run and display the report.

_WEBTA_ cmpiope

Master Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV| Background Execution

Supervisor/Timekeeper and Delegates Report

USDA Supervisor/Timekeeper and Delegate Report

Masme POI Dept Deseriptor Backups
DOE, JANE - DOE) OCFO - 0000 PAYROLL DOE. LARRY - DOEL
DOE. JANE - DOE) OEFD - 0000 RETIREMENT DOE. MARK - DOEM
DOE. LARRY - DOEL OCFO » 0000 RETIREMENT DOE. JANE « DOEJ
DOE. LARRY - DOEL OCFO - 0000 RECONCILIATION | DOE. MARK - DOEM
DOE. MARK - DOEM OCFO - 000D FAYROLL DOE. JANE - DOEJ
Page 1
Report Parameters
Report Header:

Role: | Supervisor v

Employee Id:

Organization: 10
Include Sub Orgs: #
POl: Mone Selected

Dept Descriptor:

Reset

Figure 258: Supervisor/Timeekeeper and Delegates Report

288



Publication Category: T&A Processing W
U

webTA 4.2 Timekeeper - Master Timekeeper

OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Timekeeper Assignments

The Timekeeper Assignments report lists Timekeepers and the Employees assigned to them.
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To Run the Timekeeper Assignments Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports menu is displayed.

_WEBTA' _cnviore SEIE

Reports

Bama Dascnption
Artive fimeshests, Lnsant to a pay provider

Bidirectional Profile Audit Report
Retums the amployee and tmeshest information for comacted timesheats validated by scmecna other than employes
Detauh Schedule for users that mest Retain Data Ty pe values

Emplayss Assgnment Repar
Empioyess whose RSC0VSalary Cap field is set 1o May Excesd Salary Cap'
Employess that hava appeintmant limitations.

Employess who have eomected bmeshests

ng Feport USDA  Employess with projected AL balar e grester than the celing
Employees separated from the organization
Leave Audt Report
Leave Audt Report for Part Time Emgloyees
Lave life xpevg by fiy paiod

Neaty hred employees

Users assigned 10 sach rola per crganization

Employes Ovemis detals

Leave requests approved and subsequenthy deried
Timesheets which have been self cerified in a pay pericd
Supervisors and amplayess assigned o them
Timekeepers and employees assgned to ihem
Timeahes! status eounts by limekeeper

Summarization of mesheet. leave and actiity
Employess not assigned directly b 2 timakoeper of 3 supsrviser
A listing of uncenified imeshasts

A listing of unproc essed timeshests

Timesheets A listing of unvalidaied mesheets

My Saved and Scheduled Reparts Cancel

Figure 259: Timekeeper Reports Menu Page
2. Select the Timekeeper Assignments link. The Timekeeper Assignments Report Parameters

page is displayed.

f: L] ™
! WEBTA Employee Inbox [51] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV | Background Execution ~|

Timekeeper Assignments

Report Parameters
Report Header:

Timekeeper:

Organization: OCFO
Include Sub Orgs: [
Users |Active v

[ Run Report ] [ Cancel ]

Figure 260: Timekeeper Assignments Report Parameters Page
3. Complete the following Report Parameters fields:

Report Header (see "Report Header Field Instruction" on page 325)
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Timekeeper (see "Timekeeper Field Instruction" on page 331)
Organization (see "Organization Field Instruction" on page 324)

Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 320)
Users (see "Users Field Instruction" on page 334)

4. Select the Run Report button to run and display the report.

_WEBTA'_ enpioye

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSU| Background Execution v]

Timekeeper Assignments

Timekeeper _Assignmen_ts

1 i Ti per Org i Employee Org
o DM, OFC OF THE SECTION ND. 3-
DOET DOE. THOMAS CHIEF FIN OFFC DOEA DOE, ALICE UNIT NO. 1
CLIENT
DOET DOE, THOMAS OM.OFGOFTHE | e DOE, BETTY MANAGEMENT BR
CHIEF FIN OFFC (CmB)
DOET DOE. THOMAS OM OFCOFTHE | DOE. JANE SECTION NO. 3~
CHIEF FIN OFFC UNIT NO. 1
ET A DM, OFC OF THE PAY PROCESSING
DUSl DOETHONAS CHIEF FIN OFFC DOEJ DOE, JOHN BRANGCH (PAFE)
Page 1
Report Parameters
Report Header:
Timekeeper: | DOE, THOMAS - DOET

Organization: OCFO
Include Sub Orgs: [/

Users Active 54
(RunReport | [ Cancel |

Figure 261: Timekeeper Assignments Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
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OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Timesheet Status

The Timesheet Status report lists the total number of timesheets and the count of timesheets in
Pending, Validated, Certified, Processed, and On Hold statuses.

To Run the Timesheet Status Report:

1.

Select the Reports link from the Reports section on the Timekeeper Main Menu page. The

Reports menu 1s displayed.

b [5] | Settings | Help | Log Out

FWEBTA oy ST

Reports

My Saved and Scheduled Reports Cancel

Cisscription

Active timeshests, Lnsent 1o a pay provider
Timeshee! staus counts by
Bidirectional Leave Changes Report
Bidirectional Profile Auit Report

Ratums the amployas and timeshest infamation for comacied imeshaats validsted by somecna othar than amployes

Detauh Schedule Tor users that mest Retain Data Ty pe valses
Emplayes As:

Employees wi RS0VSalary Cap field is set 1o May Exceed Salary Cap'

Employess that have appeintmeant limitations
Employess who have comactsd bmeshests

D4 Employees with propected AL balarkes greater than the ceding

sparated from the crganization

lnpart

Leave Audt Rapon for Part Tima Emgloyses

Leave lime expiing by pay peniod

Every employes you have pemission 1o vies

Hewty hired employees

Users assigned 1o sach rola per crgarization

Employes Crvemas detals

Leave requests approved and subsequently deried
Timesheets which have besn sekf ceified in 2 pay pericd
Suparvisors and amplayess assigned o them
Timekeapers and employees assgned bo them
Timesheel status counts by timekeeper

Summarization of Bmesheet. leave and actiity
Employess not assigned direc Hy b 2 limakeeper or 3 supervis
of unceified imeshests

A list

A ligtinsg of inproc esaed lineshists
Al k'S of unvaidaled timesheets

Figure 262: Timekeeper Reports Menu Page
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2. Select the Timesheet Status link. The Timesheet Status Report Parameters page is
displayed.

_WEBTA _ enviore

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | L.:'-.-‘| Background Execution v|

Timesheet Status

Report Parameters
Report Header:

Timekeeper: m
Organization: OCFOD

Include Sub Orgs: «#
From PP: | 2016-21: Oct 16, 16-0ct 29,16

To PP: | 2016-22: Oct 30, 16 - Nov 12, 16 v

Users: Active v

[ Run Report] [ Cancel ]

Figure 263: Timesheet Status Report Parameters Page

3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)
Timekeeper (see "Timekeeper Field Instruction" on page 331)
Organization (see "Organization Field Instruction" on page 324)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 320)
From PP (see "From PP Field Instruction" on page 319)
To PP (see "To PP Field Instruction" on page 332)

Users (see "Users Field Instruction" on page 334)
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4. Select the Run Report button to run and display the report.

“WEBTA' _covioe S

F | Excol | HTML | CSV | Background Execution w

Timesheet Status

Timesheet Status

Fay Peried Timekesper Total Pending Validated Cartified Processed On Hold

Page 1
Report Parameters

Report Header:
Timekeeper: |DOET [ search |
Organization: OCFO W1
Include Sub Orgs: #
From PP: | 2016-1% Sep 18, 16- Oct 01,16 »
To PP: | 2016-22 Oct 30, 16 - Now 12, 16 ¥
Users: | Active

Run Report | [ Cancel

Figure 264: Timesheet Status Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Timesheet Summary

The Timesheet Summary Report is a printable version of the Timesheet Summary for up to 10
selected Employees. In order to view this report, it must be exported to a PDF file.
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Note: The Timesheet Summary Report is specific to the Timekeeper role.

To Run the Timesheet Summary Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports menu is displayed.

Inbox [5] | Settings | Help | Log Out

FWEBTA _ envioree gy

Repaorts

Hame Biescriphion
Artive limeshests, Lnsent 1o A pay provider

Timesheel status counts by fimekeeper
Bidirectional Leave ge2 Report
Bidirectional Prof Report

Retums tha employee and imesheat information for comacted timesheats validsted by somecna othar than amployee
Detauh Schedule for users That meet Retain Data Ty pe values
Emplayss Assignment Repon
Empizye S0 Salary Cap field is set 10 May Exceed Salary Cap'
Empioyess 1 v appointmant limtations
Emplaysss who have comected bmsshests
eding Report USDA Employess with projected AL balarsés grester ithan the celing
Employess separated from the ocrganization
i Repart
Raport for Part Tima Emgicyses
Leave lime expiing by pay panod
Every employes you have permission to view

Newty hored employees

Users assigned 1o sach rola per crganization

Employes Oveme detals

Leave nequests approved and subsequenth deried
Timesheets which have been self cerified in a pay pericd
Suparvisors and employess. assigned 1o them
Timekeapers and employees assgned bo Tham
Timeaheel ststus couds by limekeeper

Summarization of trmeshest. bearve and activity
Employsss not assigned directly ta a fimekesper of a supsriscr
A listngy of une entified imeshasts

A listing of unprocessed limesheets.

A listing of unvalidaied meshests

My Saved and Scheduled Reparts Cancel

Figure 265: Timekeeper Reports Menu Page
2. Select the Timesheet Summary link. The Timesheet Summary Report Parameters page is

displayed.

“WEBTA"  employee

Timekeeper Main Menu > Reports >

Inbox [6] | Settings | Help | Log Out

PDF

Timesheet Summary

Report Parameters
Report Header:

Start Pay Period:
End Pay Period:
Status:

Type:

2017-05: Mar 05, 17 - Mar 18, 17 |v|
2017-05: Mar 05, 17 - Mar 18, 17 ﬂ
Al ]

Al V]

1 selected Remove All Search
Employees: ( ) -
DOE. JoH

[ Run Report ] [ Cancel ]

Figure 266: Timesheet Summary Report Parameters Page

3. Complete the following Report Parameters fields:
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Report Header (see "Report Header Field Instruction" on page 325)
Start Pay Period (see "Start Pay Period Field Instruction" on page 327)
End Pay Period (see "End Pay Period Field Instruction" on page 318)
Status (see "Status Field Instruction" on page 329)

Type (see "Type Field Instruction" on page 333)

Employees (see "Employees Field Instruction" on page 316)

The Timesheet Summary Report Parameters page is displayed with the selected
Employees listed.

4. Select the Run Report button. The message, Click one of the report links to export the report, is
displayed.

5. Select the PDF link. The File Download box appears.

6. Select the save button. The Save As dialog box appears.

7. Choose the location to save the report.

8. Select the Save button.

9. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Unassigned Employees

The Unassigned Employees report lists Employee not assigned directly to a Timekeeper or a
Supervisor.
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To Run the Unassigned Employees Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports menu is displayed.

_WEBTA' _cnvore SEIIE

Repaorts

Blama Diascnption

Active limeshests, Lnsent b0 a pay provider

Timesheel status counts by timekeeper

Bidirectional Leave Changes Report

Bidirectional Profile Audit Report

Retums tha employee and imesheat information for comacted timesheats validsted by somecna othar than amployee
Detauh Schedule for users That meet Retain Data Ty pe values

Employes Assignment Repor

Empioyees whose RSCvSalary Cap field is set 10 May Exceed Salary Cap'
Empioyees that have appointmant limitations.

corTac et Dmsshests

sched AL balarces greater than the ceding
Emph eparated from the crganization

Laave dudt Raport
Laan et for Part Tim

Heaty hired empicyees

Users assigned i sach rola per crganization

Emph i cetals

Ledve requests approved and subsequently deried
Timesheets which have been self cerified in 2 pay pericd
Suparvisors and amployess. ssigned (o them
Timekeepers and employees assgred to them
Timeshes! status counts by imekeeper

Summarization of trmeshest. bearve and activity
Employess nat assigned directly to 2 imekeeper of 3 supsniscr
A listing of uncenifid timeshasts

o of unprocessed limeshests
Timashests A listing of unvaiidated bmeshests

My Saved and Scheduled Reparts Cancel

Figure 267: Timekeeper Reports Menu Page

2. Select the Unassigned Employees link. The Unassigned Employees Report Parameters
page is displayed.

I:. ™
‘ WEBTA Employee Inbox [6] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV| Background Execution v|

Unassigned Employees

Report Parameters
Report Header:
Users: Active v

(RunReport | [ Cancel

Figure 268: Unassigned Employees Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)

Users (see "Users Field Instruction" on page 334)
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4. Select the Run Report button to run and display the report.

_WEBTA _ enpioyee _rimshespe

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV | Background Execution +

Unassigned Employees

Unassigned Employees

Emplayee sSH Timekeeper Supervisar Org
DOE, JANE 111115 E DOGE, ALICE UNIT 1
DOE. JOHN Frerro DOE, THOMAS LRI
Page 1
Report Parameters
Report Header:
Users: |Active ~|

Figure 269: Unassigned Employees Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

Uncertified Timesheets

The Uncertified Timesheets report lists uncertified timesheets for a pay period or range of pay
periods.
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To Run the Uncertified Timesheets Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports menu is displayed.

_WEBTA' _cnvore SEIIE

Repaorts

Blama Diascnption
Active limeshests, Lnsent b0 a pay provider

Timesheel status counts by timekeeper

Bidiretional Leave Changes Repar

Bidirectional Profile Audit Report

Retums tha employee and imesheat information for comacted timesheats validsted by somecna othar than amployee
Detauh Schedule for users That meet Retain Data Ty pe values

Emplayss Assignment Repon

Empioyees whose RSCvSalary Cap field is set 10 May Exceed Salary Cap'

Empioyees that have appointmant limitations.

Emplaysss who have comected bmsshests

with proes:bed AL balarces greater than the ceding

ated from the crganization

Anpart

Leave Audt Rapor for Part Time Emgioyses

Leave lime exping by pay panod

Every employes you have permission to view

Newty hored employees

Users assigned 1o sach rola per crganization

Employes Oveme detals

Leave nequests approved and subsequenth deried

Timesheets which have been self cerified in a pay pericd
Suparvisors and employess. assigned 1o them

Timekeapers and employees assgned bo Tham

Timeaheel ststus couds by limekeeper

Summarization of trmeshest. bearve and activity

Employsss not assigned directly ta a fimekesper of a supsriscr
A listngy of une entified imeshasts

A listing of unprocessed limesheets.

A listing of unvalidaied meshests

My Saved and Scheduled Reparts Cancel

Figure 270: Timekeeper Reports Menu Page

2. Select the Uncertified Timesheets link. The Uncertified Timesheets Report Parameters
page is displayed.

t:l ™
' WEBTA Employee Inbox [87] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSV | Background Execution |

Uncertified Timesheets

Report Parameters
Report Header:
From PP: |2017-06: Mar 19, 17 - Apr 01,17 |wv|
To PP: |2017-07: Apr 02, 17 - Apr 15,17 |v|
Include Missing: []
Organization: OCFO [Wel[:¥Ts
Include Sub Orgs:
Users: |Active [v|

[ Run Report ] [ Cancel ]

Figure 271: Uncertified Timesheets Report Parameters Page
3. Complete the following Report Parameters fields:

Report Header (see "Report Header Field Instruction" on page 325)
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From PP (see "From PP Field Instruction" on page 319)

To PP (see "To PP Field Instruction" on page 332)

Include Missing (see "Include Missing Field Instruction" on page 320)
Organization (see "Organization Field Instruction" on page 324)

Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 320)
Users (see "Users Field Instruction" on page 334)

Select the Run Report button to run and display the report.

“WEBTA' _enpore (I

Uncertified Timesheets

Uncertified Timesheets

Timekeeper
Unerich

Temekerper Hams “':::::" Suprevisorbame | CTPIYee

[Unaric) S

Report Parameters
Report Header:
From PP: | 20
To PP:
Includa Missing:
Organization: 070
Include Sub Orgs: #
Users: |Active

16-19 Sep 18, 16 - Oet 01, 16 v

2: Oct 30, 16 -Nov 12,16 ¥

| Resst
Run Report Cancal .

Figure 272: Uncertified Timesheets Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
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OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Unprocessed Timesheets

The Unprocessed Timesheets report lists unprocessed timesheets for a pay period or range of pay
periods.

Note: The Unprocessed Timesheets Report is specific to the Timekeeper role.

To Run the Unprocessed Timesheets Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports menu is displayed.

_WEBTA' envion SEIIR

Reports

Mame Description
Active timeshests, Lnsent o 3 pay provider

Timeshee! status
Bidirectonal Leay
Biidireticnal Prefil
Ratums tha amployae and times ket information for comacted timesheats validsted by someona othar than amployes
Detauh Schedule for users that mest Retain Data Ty pe valses

Employes Assignment Reporl
Employses whose RSO/Salary Cap field is set 1o May Excesd Salary Cap'
Employess that have appeintment limitations.
Employess who have comacted bmashests
ng Report USTA Employess wih projested AL balarces greated than the ceding
Emplayess separated from the cmanization
Loave fudit Repart
Leave Audt Report for Part Time Emgioyees
Leave lime expiing by pay penod
Every employes you have pemission 1o vies
Hewty hired employees
Users assigned 1o sach role per crgarization
Employes Ovemds detals
Leave requests approved and subsequently deried
Timesheets which have been self cerified in a pay pericd
Supervisors and amplayess assigned o them
Timekeapers and employees assgned 1o ihem
Timesheel status counts by timekeeper
Summarization of Bmesheet. leave and actiity
Employess not assigned directly ba a timakoeper or 3 supsrvisce

A ligtng of uncenified timeshasts

A liting of Unpioe e limeshasts
A listing of unvalidaled mesheets

My Saved and Scheduled Reports Cancel

Figure 273: Timekeeper Reports Menu Page
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2. Select the Unprocessed Timesheets link. The Unprocessed Timesheets Report Parameters
page is displayed.

“WEBTA'

Inbox [87] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

Unprocessed Timesheets

Report Parameters

Report Header:
From PP:
To PP:

Include Missing:

2017-06: Mar 19, 17 - Apr 01, 17 |v|
2017-07: Apr 02, 17 - Apr 15,17 |v|
O

Organization: OCFO
Include Sub Orgs:
Users: |Active [v]
[ Run Report ] [ Cancel ]

PDF | Excel | HTML | CSV| Background Execution v|

Figure 274: Unprocessed Timesheets Report Parameters Page

3. Complete the following Report Parameters fields:

Report Header (see "Report Header Field Instruction" on page 325)

From PP (see "From PP Field Instruction" on page 319)

To PP (see "To PP Field Instruction" on page 332)

Include Missing (see "Include Missing Field Instruction" on page 320)

Organization (see "Organization Field Instruction" on page 324)

Users (see "Users Field Instruction" on page 334)
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4. Select the Run Report button to run and display the report.

“WEBTA™  employee Inbox [6] | Settings | Help | Log Out
Timekeeper Main Menu > Reports >
) PDF | Excel | HTML | CS\-’| Background Execution v|
Unprocessed Timesheets
Unprocessed Timesheets
""::::" Timekeeper Name me Supervisor Name E'.',‘:;‘:’ Employee Name ORG Pay Period
FROGRAM
J Ty MAMAGEMENT 2018-14
DOET DOE, THOMAS DOEN DOE, JANE DOE DOE, ALICE et
Page 1

Report Parameters
Report Header:

From PP:
To PP:

Include Missing

Organization:
Include Sub Orgs:

2016-14: Jul 10, 16 - Jul 23, 16 ll
2016-14: Jul 10, 16 - Jul 23, 16 ll
O

M

Users: |Active ~|

Figure 275: Unprocessed Timesheets Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.

305



w Publication Category: T&A Processing
%9

webTA 4.2 Timekeeper - Master Timekeeper

Unvalidated Timesheets

The Unvalidated Timesheets report lists unvalidated timesheets for a pay period or range of pay
periods.

To Run the Unvalidated Timesheets Report:

1. Select the Reports link from the Reports section on the Timekeeper Main Menu page. The
Reports menu page is displayed.

.
_WEBTA' oot SIS

Timehkeaper Ma

Reports

Discnption
Active fimeshests, Lnsent 10 a pay provider
Timeshee! status eounts by timekeeper
Bidirectional Leave Changes Repor
Bidirectional Profile Audit Report
Retums the employes and tmeshest rfomation for comacied tmesheats validated by somecne other than employes
Detauh Schedule for wsers that mest Retain Data Ty pe values

Empliyss Assagnimant Regen
Empioyees whose RS0vSalary Cap field is set 1o May Exceed Salary Cap'
Employses that have appointmant limistions

Employess who have comactsd bmeshests
S04 Employees with propected AL balances graster than the ceding
Employess separated from the crganization

Leave Audit Report

Leave Audt Raport for Part Time Emgloyses

Leave lime exping by pay penod

Every employes you have permission to view

Heaty hired employees

Users assigned 1o sach rola per crgarization

Employes Dueme detals

Leave requests approved and subsequently deried

Timesheets which have been sek certified in a pay pencd
Supervisors and emplayess assigned o them

Timekeapers and employees assgned bo them

Timesheel status counts by limekeeper

Summarization of Erreshest. larve and ackivity

Employess not assigned directly ta 2 fimakoeper of 3 suparvisce
A listing of uneenified imeshasts

A listing of unproc essed limeshests

A listing of unvaidaled timesheets

My Saved and Scheduled Reparts Cancel

Figure 276: Timekeeper Reports Menu Page
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2. Select the Unvalidated Timesheets link. The Unvalidated Timesheets Report Parameters
page is displayed.

see ™
' WEBTA Employee Inbox [37] | Settings | Help | Log Out

Timekeeper Main Menu > Reports >

PDF | Excel | HTML | CSVI Background Execution v|

Unvalidated Timesheets

Report Parameters
Report Header:
From PP:  2017-05: Mar 05, 17 - Mar 18, 17 lJ
To PP:  2017-06: Mar 19, 17 - Apr 01, 17 ll
Include Missing: [ ]
Organization: OCFO
Include Sub Orgs: [v]
Users: Active v

[ Run Report ] [ Cancel ]

Figure 277: Unvalidated Timesheets Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 325)
From PP (see "From PP Field Instruction" on page 319)
To PP (see "To PP Field Instruction" on page 332)
Include Missing (see "Include Missing Field Instruction" on page 320)
Organization (see "Organization Field Instruction" on page 324)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 320)

Users (see "Users Field Instruction" on page 334)
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4. Select the Run Report button to run and display the report.

~WEBTA' _ empoye

Timekeeper Main Menu > Reporis >

PDF | Excel | HTML | CSU| Background Execution vl

Unvalidated Timesheets

Unvalidated Timesheets

“‘u‘““llpl ' Timekeeper Name s"l': - ':""I isor Mame R Employee Name oRG Pay Period
PROGRAM
DOET DOE, THOMAS DOES DOE, JANE DOEB DOE, BETTY MANAGEMENT 201614
STAFF
Page 1
Report Parameters
Report Header:

From PP: |2016-14; Jul 10, 16- Jul 23, 16 [v]
To PP: |2016-14: Jul 10, 16 - Jul 23, 16 EI
Include Missing: []

Organization: OCFO

Include Sub Orgs: ]
Users: | Active ~]

Figure 278: Unvalidated Timesheets Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see Saving and Scheduling
Reports (on page 221).

Note: The Reset button returns you to the Report Parameters page.

5. Select the Cancel button to return to the Reports menu.
OR

Select the Timekeeper tab to return to the Timekeeper Main Menu page.
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Field Descriptions and Instructions

This section contains the descriptions and instructions for the fields in webTA.

This section includes the following topics:

Account Field INSTIUCTION ......cveviiiiiieeiie e 312
Account Structure Field Instruction (Required)..........cccccoeiiiiiiiiiiieiiiieeee e 312
ACtioN Field INSTrUCTION.......ooiiiiiiiiiiee e 312
ACtiVe Field DESCIIPLION .......cciiiiiiiii et e e 313
Activity Log Field DeSCIIPLION ........ciiiiiiiiiiiiieee et e e 313
Add New ROW Field INSTrUCTION ........oooiiiiiiiiiic e 313
AgENCY Field INSTIUCTION .......oooiiiiiiiiiii e e 313
Agency Field Instruction (REQUITed) ...........uueiiiiiiiiiiiiee e 313
All Day Field INSTIUCTION.......coiiiiiiiiiee et 313
Alternate Work Schedule Field Instruction (Required)............cccceevviirerniecesinnenn. 313
AMount Field DESCIIPLION ..ot e e 314
Amount Field Instruction (ReqUIred) ............ueiiiiiiiiiiiiiiee e 314
Appointment Parameter Field INStruCtioN ... 314

Approver Comments Field Description ...

Body Field Instruction (Required)............
COP Not to Exceed Date Field DeSCription ...........ccccovviieeeiiiiieniiiie e
COP Used to Date Field DeSCIIPLION .......c.uiveiiiiieiiice e
Daily Hours Field INSTrUCHION ...t
Date of Injury Field DeSCriPtioN...........uiiiiiiiiiiee e
Delegates FOr Field INStrUCTION .........ooviiiiiiiiiece e
Dept Descriptor Field INStrUCLION .........oooviiiiiiie e
Description Field INSrUCTION .........oiviiiiiiiiicii e
Description Field Instruction - Schedule.............occciiiiiiii
E Auth Internal ID Field DeSCriptioN. ..ot
E-Mail Address Field DeSCrPLiON .........ccoii i
Employee Field DeSCIIPLION........ccciiiiiiiiiii e
Employee Field INSTIUCTION .........ccoiiiiiiiiiiii e
Employee ID Field DeSCIrIPLION .......ccuviiiiiiiieiieie e
EMPIOYEE 1A FIEIA ..o
Employees Field INStrUCTION .........ooiiiiiiiiii e
ENnd Date Field DeSCIIPLION .....c.coiiiiiiiiiiiiee et
End Date Field Instruction (Required)
End Date Field Instruction - Schedule Assignment
End Pay Period Field INStrUuCtioN.............ccoiiiiiiiiiiec e

Essential Field DeSCIHPLION .....c..coiiiiiiiiiiae e
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Exclude Delegate Field INStrUCTION ............oooiiiiiiiii e

Family and Medical Leave Act Field Instruction
First Name Field Description.....................
Fiscal Year Field Instruction (Required)
From Date Field INSTrUCTION .........coiiiiiiiiiiii e
From PP Field INSIFUCION .....ccciiiiiiiiiciiicie et
Function Field INSIUCTION..........coviiiiiii s
HOUIS Field DESCIIPLION ......uiiiiiieeiiiiiieii et ee e e
Include Compensatory Time Field INStruction.............ccccvviiiniieee e
Include Compensatory Time Religious Field Instruction.............cccoocvveiiiineennee. 319
Include Compensatory Time Travel Field INStruction ............cccccevieeiiiiiiiieneenn. 320
Include Missing Field INStruCtion .............c.ooiiiiiiiiei e 320
Include Restored Annual Leave Field INStruCtion...........ccccevceiiiciicniiciee e, 320
Include Sub Orgs Field INSTrUCTION .........coooiiiiiiiiiie e
Include Time Off Award Field INSrUCtION ............ocviiiiiiiiee e
Injury Number Field DeSCIPLION ........oooiiiiiiiieie e
Last Name Field DEeSCIIPLION .......cciiiiiiiiiiiie et
Last Name Field Instruction (Required)..........cccveeeeiiiiiiiiiee e
Leave Type Field DeSCIPLION .......ccccuiiiiiie e
Leave Type Field Instruction (Required) ...........ccceiiiiiiiiiiiiiiieeee e
Leave Type Field Instruction - FMLA (Required)
Leave Type Field Instruction - Search

Leave Year Field INStrUCTION ........cooiiiiiiiii e
Meal Field DESCIIPLION. .....cuuiiiiiiie et
Meal Time Field INSTrUCHION .........c.ooiiiiiiicie s
Middle Name Field DeSCHIPLION...........uiiiiiiiiiiiiei e
Middle Name Field INSTrUCTION .........c.oviiiiiiic e

Name Field DESCIIPTION ........ciiiiiiie ittt

Name Field Instruction (REQUITEd) ..........c.oiiiiiiiiiiiiiieiieeec e
Negative Advanced Leave Balance Override Field Instruction .............cccccoeee...

Negative Religious Comp Time Balance Field Instruction.............c.cccccevvivieennee.
Negative Sick Leave Balance Field INStruction..............cccceooiiiiiiieiiieniniiieeeen
No Time Tracking Field DeSCriptioN...........ooiiiiiiiiiiiiiiieee e
Organization Field Description (Required).........c.cccveiiiieeiiiiic e
Organization Field INSTrUCTION .........ccviiiiiiie e
Override EmpowHR Supervisor Assignment Field Description
Override EmpowHR Supervisor Assignment Field Instructions
Password Field INSTrUCTION ...........ooiiiiiiiiii e
Pay Period Field Instruction .....................

Password Field Instruction - webTA........

Pay Plan Field Instruction (Required)
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POI Field Description

POI Field Instruction............

Program Code Field Instruction (Required) ..........cccoeuvviieeeeiiiiiiiiieee e 325
RDO Field DESCIIPLION. .. ....uuiiiiiieei ittt e et e e e e e einaeeeeaeeeas 325
Report Header Field INSTrUCTION .........cooiiiiiiiiie e 325
Return to Work Date Field DeSCHIPtION .........ccvviiiiiieeiiii e 326
ROIE Field INSIIUCTION ....ccoiiiiiiiicc e 326
Select Roles Field INStrUCTION. .........ocviiiiiiie e 326
Shift Field INSTIUCTION .......cociiiiiii s 326
Shift Type Field DeSCIPLION .......ciiiiiiiiiii e 326
Sick Leave Purpose Field INStrUCHION ..........cooviiiiiiiii e 326
Start Date Field DeSCHIPUION.........uiiiiiiii et 327
Start Date Field Instruction (ReqUIred) ..........ccueiiiiiieiiiieieiiiee e 327
Start Date Field Instruction - Requests (Required).........ccccccvieeiiiiiiiieeee e, 327
Start Page Field DeSCIiPLiON .........ccoiiiiiiiiiiie e
Start Pay Period Field INSIrUCTION ..........uuiiiiiiiieee e
Start Time Field DESCIPTION ........ooiiiiiiiiiee e

Start Time Field Instruction (Required) ...
State Code Field Instruction (Required) ......
State Field Instruction...........ccccevveerinene
Status Change Day Field INStruCtion .............ccoccvviieiiiii e

Status Change Type Field INStrUuCtioN ..o
Status Field Description - All ReqQUESE TYPES......uuuiiiiiiiiiiiiiieiee e
Status Field Description - ShiftS........ccccooiiiiiiii e
Status Field INSTHUCTION ........uiiiiiiiee e
Status Field Instruction - Final TImesheet..........coccccciiiiiiiiiie e
Stop Time Field DeSCIIPLION ...couviiiiiiii et
Stop Time Field INSTrUCTION ........ooiiiiiii e
Subject Field Instruction (Required) ...
Submission Date Field DESCIPLION.........ccvviiiiieiie e
Submitter Remarks Field INStruCtion ...
SUpPervisor Field DEeSCHIPLION ........viiiiiii e
SUpervisor Field INSTrUCTION .........ooiiiiiiiiiie e
TC Line Field INSTrUCHION ........ooviiiiie e
Termination Date Field DeSCIrPLION ...........uviiiiiiiiiiiiiece e
Termination Remark Field Description....
Time In Field Instruction

Time Out Field INSTIUCHION ......ocoiiiiiiiiiii e
Timekeeper Field DeSCIIPtION.........coiiiiii it

Timekeeper Field INStrUCTION ..........coiiiiiii e

Timekeeper Field Instruction - Profile...........cooieee e
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Timekeeper's Organization Field INStruCtion ...........ccccccoe i 331
Timesheet Status Field INSIrUCTION ...........cccviiiiiiiii e 331
Timezone Field DeSCIIPUION .........uiiiiiie e 331
To Date Field INSTrUCHION.........ooiiiiieeiiie e 331
TO PP Field INSTIUCTION......ooiiiiiiiiiiiie ettt 332
Total Hours Field DeSCIPLION.........ciiiiiiiiiiiiee et 332
Total Hours Field Description - ShiftS.........cccccooiiiiii e 332
Total Hours Field INSTIUCTION .........oviiiiiii et 332
Town Field Instruction (ReQUITed)...........ooiieiiiiiieiiiiiiecieee e 332
Transaction Code Field DeSCIIPLION .........ccvveiiiiieiriiie e 332
Transaction Code Field Instruction (Required)..........cccooueeeiiiiiiiniii e 332
Transaction Field Description - Premium Pay Request ..........ccccccoovviiviiieeeceniins 333
Transaction Field Instruction - Premium Pay Request (Required)...................... 333
Type Field INSIIUCTION .....oiiiiiiiiiiieii et e e e e e 333
UNit Field INSTFUCTION .....ooiiiiiieecc e 333
Unit Field Instruction (REQUITEd) .........coociiiiiiiiie e 333
USEr Field DESCIIPLION. ....cciiiiiiiieie ettt 334
User Field INSIIUCTION .........oiiiiiiiicee e 334
User ID Field DeSCIIPLION ......uiiiiii it e e 334
User ID Field INSTIUCTION ........coiiiiiiiiiic et 334
User ID Field INStruction - WeDTA ..o 334
User Name Field INSTrUCTION .........coiiiiiiiiiii e 334
UsEers Field INSTIUCTION .........iiiiiiic e 334
Weeks Field Instruction (ReqQUIred)..........ccoiuviiiiiiiiiiiiiie e 335

Account Field Instruction

Account
Select the search Account button and choose the applicable accounting code from the list.

Account Structure Field Instruction (Required)
Account Structure
Required field
Select the applicable account structure to use from the drop-down list.

Action Field Instruction

Action
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Select the Delete button to delete the line from the request.

Active Field Description

Active
Checked if the Employee is an active Employee.

Activity Log Field Description

Activity Log

Displays the name, date, and any remarks entered on all actions taken during the COP event.
Add New Row Field Instruction

Add New Row

Select this button to add a new row to the request.

Agency Field Instruction

Agency
Select the applicable Agency for the report from the drop-down list.

Note: After select the Agency, the POI field is displayed.

Agency Field Instruction (Required)
Agency

Required field
Select the applicable Agency from the drop-down list.

All Day Field Instruction

All Day
Check this box if the request is for the whole day.

Alternate Work Schedule Field Instruction (Required)

Alternate Work Schedule
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Required field
Select the alternate work schedule from the drop-down list.

Amount Field Description

Amount
Displays the actual dollar amount of the dollar transaction.

Amount Field Instruction (Required)

Amount

Required field

Enter the applicable dollar amount. For a whole dollar amount (i.e., $10.00) enter the whole
number (10). For dollars and cents (i.e., $10.50), use a decimal (10.50). The amount entered is
per day for the dates added.

Appointment Parameter Field Instruction

Appointment Parameter
Select the appointment parameter for the report from the drop-down list. Valid values are Days,
Hours, and Dollars.

Approver Comments Field Description

Approver Comments
Displays any comments entered by the approving official.

Body Field Instruction (Required)

Body
Required field
Enter the body of the message.

COP Not to Exceed Date Field Description

COP Not to Exceed Date
Displays the not-to-exceed date for the COP.
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COP Used to Date Field Description
COP Used to Date
Displays the COP days used to date.

Daily Hours Field Instruction

Daily Hours
Enter the number of hours requested.

Note: The Total Hours field will automatically populate after the request is submitted.

Date of Injury Field Description

Date of Injury

Displays the date the injury occurred.
Delegates For Field Instruction

Delegates For

Select the Delegate for for whose leave requests you are searching, if applicable.
Dept Descriptor Field Instruction

Dept Descriptor

Enter the Department descriptor of the Department for the report.
Description Field Instruction

Description

Enter the accounting code description.
Description Field Instruction - Schedule

Description
Enter a description for the schedule.
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E Auth Internal ID Field Description

E Auth Internal ID

Displays the Employee's eAuthentication Internal ID.
E-Mail Address Field Description

E-Mail Address

Displays the Employee's email address.
Employee Field Description

Employee

Displays the Employee's name.
Employee Field Instruction

Employee
Enter the Employee's name or select the Search button to search for and select the Employee.

Note: Leave the field blank to run the report on all Employees.

Employee ID Field Description

Employee ID
Displays the Employee's EmplID from EmpowHR.

Employee Id Field

Employee Id
Enter the Employee ID of the Employee for the report.

Employees Field Instruction

Employees

Select the search button. The Select User page is displayed. Check the boxes of up to 10
employees. Select the Select Checked Users button. You are returned to the Timesheet Summary
Report Parameters page.
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Note: This field defaults with the user's name. You may select the Remove User button to remove
individual employees, or you may select the Remove All button to remove all employees.

Employees Field Instruction

Employees
Select the search button. The Select User page is displayed. Check the boxes of up to 10
employees. Select the Select Checked Users button. You are returned to the Timesheet Summary

Report Parameters page.

Note: This field defaults with the user's name. You may select the Remove User button to remove
individual employees, or you may select the Remove All button to remove all employees.

End Date Field Description
End Date
Displays the end date of the request.
End Date Field Instruction (Required)
End Date
Required field
Enter the ending date of the request. The date is in Month Day Year format.
OR

Select the ending date of the request from the calendar icon.

Note: Do not submit a request for more than 1 pay period on the same request. If the request is for
multiple pay periods, you must submit multiple requests.

End Date Field Instruction - Schedule Assignment

End Date
Enter the ending date in Month Day Year format.

OR

Select the end date from the calendar icon.

317



w Publication Category: T&A Processing
3 —

webTA 4.2 Timekeeper - Master Timekeeper

Note: The end date must coincide with the end date of a pay period. The End Date defaults to Forever
once shifts are added. As a results of this, it is advised to always enter an end date. This will allow for
future changes to a permanent schedule.

End Pay Period Field Instruction

End Pay Period
Select the ending pay period for the report from the drop-down list.

Essential Field Description

Essential
Displays a check mark if the Employee is classified as an essential Employee.

Exclude Delegate Field Instruction

Exclude Delegate
Select this box to exclude delegated Employees from this report.

Family and Medical Leave Act Field Instruction

I hereby invoke my entitlement to Family and Medical Leave for:

Select the applicable reason when requesting Family and Medical leave. The field defaults to
None. If you are not requesting Family and Medical leave, leave None as the selection. Valid
values are None, Birth/Adoption/Foster Care, Family Military Leave, Serious
Health Condition of Self, Serious Health Condition of Spouse, Child, or
Parent.

Note: This field must be completed when requesting Family and Medical leave. If you make a selection in
this field when you are not requesting Family and Medical leave, an error message will appear. Also, if
you do not make a selection in this field when requesting Family and Medical leave, an error message
will display.

First Name Field Description

First Name
Displays the Employee's first name.
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Fiscal Year Field Instruction (Required)
Fiscal Year

Required field
Enter the fiscal year.

From Date Field Instruction

From Date
Enter the starting date of your search. The date is in Month Day Year format.

OR

Select the starting date of your search from the calendar icon.

From PP Field Instruction

From PP
Select the beginning pay period for the report from the drop-down list.

Function Field Instruction
Function
Enter the accounting code function.
Hours Field Description
Hours
Populated with the number of hours of the leave request.
Include Compensatory Time Field Instruction
Include Compensatory Time
Check this box to include Compensatory Time on the report.

Include Compensatory Time Religious Field Instruction

Include Compensatory Time Religious
Check this box to include compensatory time religious on the report.
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Include Compensatory Time Travel Field Instruction

Include Compensatory Time Travel
Check this box to include compensatory time travel on the report.

Include Missing Field Instruction

Include Missing
Check this box to include missing timesheets on the report.

Include Restored Annual Leave Field Instruction

Include Restored Annual Leave
Check this box to include restored annual leave on the report.

Include Sub Orgs Field Instruction

Include Sub Orgs
Uncheck this box to include sub organizations. This field defaults to the box being checked.

Include Time Off Award Field Instruction

Include Time Off Award
Check this box to include time off award on the report.

Injury Number Field Description

Injury Number

Displays the COP case number assigned to the COP event.
Last Name Field Description

Last Name

Displays the Employee's last name.
Last Name Field Instruction (Required)

Last Name

Required field
Enter the last name of the contact being added.
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Leave Type Field Description

Leave Type
Populated with the leave type of the leave request.

Leave Type Field Instruction (Required)

Leave Type

Required field

Select the applicable leave type for the request from the drop-down list. The list of leave types is
grouped by category. Leave types are displayed with the TC and the description of the leave
type.

The categories are:

Admin/Excused Absence

Annual Leave

Compensatory Time Off

Credit Hours Used

Home Leave Used

Leave Without Pay

Military Emergency

Military Regular

OWCP Injury Leave

Other

Religious Comp Time Used

Sick Leave

Time Off/Incentive Award

Note: The Transaction Leave Balance field will be populated after selecting the leave type.

Leave Type Field Instruction - FMLA (Required)
Leave Type

Required field
Select the applicable leave type. Valid values are FMLA and FMLA Military.

Leave Type Field Instruction - Search

Leave Type
Select the leave type for the search.
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Leave Year Field Instruction

Leave Year
Select the applicable leave year for the report from the drop-down list.

Meal Field Description

Meal
Populated with the duration of the meal in minutes.

Meal Time Field Instruction

Meal Time
Enter the meal time, if applicable.

Middle Name Field Description

Middle Name
Displays the Employee's middle name, if applicable.

Middle Name Field Instruction
Middle Name
Enter the middle name of the contact being added.

Name Field Description

Name Field Description
Displays the shift name.

Note: Select the applicable link from the Name column to view the Shift Details page.

Name Field Instruction (Required)

Name
Required field
Enter a name for the schedule.

Note: To select a pre-defined schedule template, select the Insert Schedule Template button for a list of
available schedules templates. Select the applicable schedule template and select the OK button. If a
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pre-defined schedule template is selected, the fields are populated with the selected template's pre-defined
criteria. Proceed to step 7.

Negative Advanced Leave Balance Override Field Instruction

Negative Advance Leave Balance Override
Select Yes to only include accounts that allow overriding the user's FMMI-assigned Negative

Advanced Leave Balance. Select No to only include accounts that prohibit overriding the user's
FMMI-assigned Negative Advance Leave Balance.

Note: HR Administrators can manually enable or disable the Negative Advanced Leave Balance on the
user's timesheet profile.

Negative Religious Comp Time Balance Field Instruction

Negative Religious Comp Time Balance
Select Yes to only include accounts that allow overriding the user's FMMI-assigned Negative

Religious Comp Time Balance. Select No to only include accounts that prohibit overriding the
user's FMMI-assigned Negative Religious Comp Time Balance.

Note: HR Administrators can manually enable or disable the Religious Comp Time Balance on the user's
timesheet profile.

Negative Sick Leave Balance Field Instruction

Negative Sick Leave Balance
Select Yes to only include accounts that allow overriding the user's FMMI-assigned Negative

Sick Leave Balance. Select No to only include accounts that prohibit overriding the user's
FMMI-assigned Negative Sick Leave Balance.

Note: HR Administrators can manually enable or disable the Negative Sick Leave Balance on the user's
timesheet profile.

No Time Tracking Field Description

No Time Tracking
Displays a check mark if the Employee does not use webTA to record time and attendance.
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Organization Field Description (Required)
Organization
Required field
Displays the Employee's organizational information.

Organization Field Instruction

Organization
Displays the user's Organization.

Note: To change the Organization, select Clear, then select None Selected to display the Organization
Management page to search for and select an Organization or Sub Organization for the report.

Override EmpowHR Supervisor Assignment Field Description

Override EmpowHR Supervisor Assignment
Displays a check mark if the Supervisor information in the EmpowHR feed may be overwritten.

Override EmpowHR Supervisor Assignment Field Instructions

Override EmpowHR Supervisor Assignment

Select Yes to only include accounts that allow overriding the Employee's FMMI-assigned
Supervisor. Select No to only include accounts that prohibit overriding the Employee's
FMMI-assigned Supervisor.

Note:Timekeepers can manually enable or disable the Override EmpowHR Supervisor Assignment on the
Employee's profile.

Password Field Instruction
Password
Enter your eAuthentication password.
Pay Period Field Instruction

Pay Period
Select the applicable pay period for the report from the drop-down list.
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Password Field Instruction - webTA

Password
Enter your webTA password.

Pay Plan Field Instruction (Required)

Pay Plan

Required

Select the applicable pay plan from the drop-down list.
POI Field Description

POI
Displays the Employee's POI.

POI Field Instruction
POI

Select this link to display the Select POls page to search for and select a POI for the report. This
field defaults to None Selected.

Program Code Field Instruction (Required)
Program Code

Required field
Enter the program code.

RDO Field Description
RDO
Populated if the shift is an RDO (regular day off).

Report Header Field Instruction

Report Header
Enter a header for the report, if desired.

Note: This will be displayed in addition to the report name.
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Return to Work Date Field Description

Return to Work
Displays the date the COP recipient returned to work date, if applicable.

Role Field Instruction

Role
Select the applicable role for the report. Valid values are Supervisor and Timekeeper.

Select Roles Field Instruction

Select Roles
All roles are included on the report by default. To select one or more specific roles, press the Ctrl
key and select applicable roles.

Shift Field Instruction

Shift
Enter the shift information for the day, if applicable.

Shift Type Field Description

Shift Type
Populated with the type of Shift. VValid values are: Regular, Flex 1 Band, Flex 3 Band, and
Flex 5 Band.

Sick Leave Purpose Field Instruction

If you are requesting sick leave, you must indicate the reason
Select the applicable reason for requesting sick leave. The field defaults to None. If you are not

requesting sick leave, leave None as the selection. Valid values are:

None

Illness/injury/incapacitation of requesting employee
Medical/dental/optical examination of requesting employee

Care of family member, including medical/dental/optical examination of
family member, or bereavement

Care of family member with a serious health condition

Other (Provide the reason in Remarks)

Note: This field must be used when requesting sick leave. If you do not make a selection in this field
when requesting sick leave, an error message will appear.
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Start Date Field Description

Start Date
Displays the start date of the request.

Start Date Field Instruction (Required)
Start Date
Required field
Enter the starting date of the request. The date is in Month Day Year format.
OR

Select the starting date of the request from the calendar icon.

Note: Do not submit a request for more than 1 pay period on the same request. If the request is for
multiple pay periods, you must submit multiple requests.

Start Date Field Instruction - Requests (Required)
Start Date
Required field
Enter the starting date in Month Day Year format.
OR

Select the starting date from the calendar icon.

Start Page Field Description
Start Page

Displays the Employee's highest role information. If the Employee has more than one webTA
role, verify that the highest role available is selected from the drop-down list.

Start Pay Period Field Instruction

Start Pay Period
Select the starting pay period for the report from the drop-down list.
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Start Time Field Description

Start Time
Displays the time that the shift begins.

Note: If the shift is a regular day off (RDO), the start and stop times are listed in order to bypass the
mandatory field validation check and result in zero hours.

Start Time Field Instruction (Required)
Start Time

Required field
Enter the start time of the request.

State Code Field Instruction (Required)
State Code

Required field
Select the Timekeeper's assigned State from the drop-down list.

State Field Instruction

State
Enter the State of the address being added.

Status Change Day Field Instruction

Status Change Day

Select the applicable day of the status change (last day in pay status) from the drop-down list.
Status Change Type Field Instruction

Status Change Type

Select End from the drop-down list.

Status Field Description - All Request Types

Status
Displays the status of the request. Valid values are Pending, Approved, and Denied.
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Status Field Description - Shifts

Status
Populated with the status of the shift. Valid values are Active and Inactive.

Note: If a shift is Inactive, it is not listed as available when assigning shifts to schedules.

Status Field Instruction

Status
Select the applicable request status for your search. Valid values are A11, Pending, Approved,

and Denied.

Status Field Instruction - Final Timesheet
Status
Select Final Report.

Stop Time Field Description

Stop Time
Populated with the time that the shift ends.

Note: If the shift is an RDO, the start and stop times are listed in order to bypass the mandatory field
validation check and result in zero hours.

Stop Time Field Instruction
Stop Time
Enter the stop time of the request.

Subject Field Instruction (Required)
Subject

Required field
Enter the subject of the message.

Note: Select the High Importance link to indicate that the message is of high importance.
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Submission Date Field Description

Submission Date
Displays the date and time that the request was submitted.

Submitter Remarks Field Instruction

Submitter Remarks
Enter any applicable remarks.

Supervisor Field Description

Supervisor
Displays the name and user ID of the Employee's Supervisor.

Supervisor Field Instruction

Supervisor
Enter the name of the Supervisor for the request for which you are searching.

TC Line Field Instruction

TC Line
Enter work time in hours and minutes. This field is required.

Termination Date Field Description
Termination Date

Displays the date the COP recipient account was terminated and is no longer active in the
system.

Termination Remark Field Description
Termination Remark
Displays any optional remarks about the termination.

Time In Field Instruction

Time In
Enter the starting time for each day.
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Time Out Field Instruction

Time Out
Enter the ending time for each day.

Timekeeper Field Description

Timekeeper

Displays the name and user ID of the Employee’s Timekeeper.
Timekeeper Field Instruction

Timekeeper

Enter the name of the Timekeeper for the request for which you are searching.
Timekeeper Field Instruction - Profile

Timekeeper

Enter the user ID of the Employee's Timekeeper.
Timekeeper's Organization Field Instruction

Timekeeper's Organization

Displays the Timekeeper's Organization code.
Timesheet Status Field Instruction

Timesheet Status

Select the applicable status from the drop-down list.
Timezone Field Description

Timezone

Displays the time zone in which the Employee is located.

To Date Field Instruction

To Date
Enter the ending date of your search. The date is in Month Day Year format.
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OR

Select the ending date of your search from the calendar icon.

To PP Field Instruction

To PP
Select the ending pay period for the report from the drop-down list.

Total Hours Field Description

Total Hours
Automatically populated with the total number of hours of the request.

Total Hours Field Description - Shifts

Total Hours
Displays the total number of hours for the day.

Total Hours Field Instruction

Total Hours
Automatically populated with the total number of hours of the request.

Town Field Instruction (Required)

Town
Required Field
Enter in the Timekeeper's assigned four-digit town code.

Transaction Code Field Description

Transaction Code
Displays the applicable TC.

Transaction Code Field Instruction (Required)

Transaction Code
Required field
Select the applicable transaction code from the drop-down list.
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Transaction Field Description - Premium Pay Request

Transaction
Displays the type of premium pay requested.

Transaction Field Instruction - Premium Pay Request (Required)

Transaction

Required field

Select the applicable premium pay type for the request from the drop-down list. The list of
premium pay types is grouped by category. Premium pay types are displayed with the TC and
the description of the premium pay type.

The categories are:

Comp Time/Travel Earned

Compensatory Time Earned

Credit Hours Earned

Hazard Pay

Holiday Worked

Home Leave Earned

OT w/Night Diff

Other

Overtime

Shore Leave Earned

Type Field Instruction

Type

Select the type of account from the drop-down list.
Unit Field Instruction

Unit

Enter the applicable unit for the report.
Unit Field Instruction (Required)

Unit

Required field
Enter the Timekeeper's two-digit unit code.
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User Field Description

User
Displays the name of the Employee making the request.

User Field Instruction

User
Enter the User name for the request you are searching for, if applicable.

User ID Field Description

User ID
Displays the Employee's user ID.

User ID Field Instruction

User ID
Enter your eAuthentication user ID.

User ID Field Instruction - webTA

User ID
Enter your webTA user ID.

User Name Field Instruction
User Name

To search for a specific Employee assigned to that Supervisor, enter the user ID of that
Employee.

Note: Leave the field blank to run the report on all Employees.

Users Field Instruction

Users
Select the type of user for the report from the drop-down list.
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Weeks Field Instruction (Required)

Weeks
Required field
Select the number of weeks from the drop-down list.
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